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OFFICES FOR A WARRING WORLD. 
Headquarters building of the United 
Nations in New York, recently com- 
pleted and now coming into full use. 
oe Photo, A, Devaney, Inc., N. Y. 
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his Steel Age Single Pedestal Stenographer’s Desk provides an ideal solution 

of your office-space problem. Compact yet highly efficient, the sturdy 
Steel Age 3745 is perfect for work-ease and comfort in confined spaces. The 
adjustable height, the extra footroom around the pontoon base, the glare-proof 
Corroleum top, and the quiet, easy glide of the ball bearing suspended drawers 
highlight the Steel Age quality and expert design that guarantee extra comfort 
and efficiency. Is it any wonder more and more people say “Buy Steel Age and 
you buy the best in office furniture!” 


CORRY—JAMESTOWN 
MANUFACTURING CORPORATION «x CORRY, PA. ~ 
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HOW MUCH NEATER OUR 


RECORDS LOOK... NOW THAT WE’RE 


USING HAMMERMILL LEDGER! 


Hammermill Ledger has been making accountants’ 
work “easier” for more than 36 years! 


Why do so many thousands of experienced accountants 
make Hammermill Ledger their No. 1 choice? Here are 
some of the reasons: 

They know that a top-quality ledger paper can save 
them minutes—maybe hours—every working day. 

They know that Hammermill Ledger provides them 
with a non-glare surface that saves eyestrain, speeds pen 
and pencil work, stands erasures and rewriting. 


You can obtain business printing on Hammermill papers 
wherever you see this shield on a print shop window. 
Let it be your assurance of quality printing. 


They know that Hammermill Ledger takes sharp print- 
ing impressions, rules perfectly, has a splendid texture for 
both typewriting and machine posting. They know that 
for machine posting they can specify the special finish 
identified by the watermark ‘Posting Finish.” 

They know that Hammermill Ledger is tough, durable, 
long-lived —that their records will keep their crisp snap 
through years of repeated handling. 

See for yourself why so many 
firms have standardized on Ham- 
mermill Ledger and specify it 
year after year. Just send the 
coupon for a free sample book. 


Hammermill Paper Company, 
1471 East Lake Road, Erie 6, Pa. 


Please send me—FREE—the sample book of 
HAMMERMILL LEDGER. 
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Seat your $25,000 secretary on nothing 
but the best... for less than 2¢ a day 


N a 10-year period, you will invest a 

minimum of $25,000 per office em- 
ployee in fixed expense —salary, floor 
space and overhead. Isn't it good busi- 
ness to invest a few cents a day more in 
office modernization — to improve em- 
ployee morale, productivity and health 
—not to mention savings in time and 
effort, and the increased prestige of a 


better looking office? 


GF Metal Business Furniture may be 
amortized in ten years. On that basis, the 
cost of completely refurnishing your 
office, with all the GF chairs, desks and 
files you need—the finest furniture that 
money can buy—will be less than $50 
per employee per year. The amortized 
cost of a Goodform Aluminum Adjust- 
able Chair for your secretary, for ex- 
ample, is less than 2 cents a day. 


There is a complete line 
of GF metal furniture ~ 


and shelving 


The demand for GF Metal Business 
Furniture is currently greater than the 
supply. However, now is the time to plan 
the modernization of your office on a 
long range program. Call the local GF 
Branch or Dealer to help you. You will be 
surprised how profitable an investment 
that could be. The General Fireproofing 
Company, Dept. M-27, Youngstown 1, O. 


GENERAL 
FIREPROOFING 


Gaz 


Foremost in Metal Business Furniture 


DEALERS THROUGHOUT THE WORLD 


Bacives of the defense 
program and material shortages, 
the demand for GF Metal 
Business Furniture exceeds the 
supply. Deliveries are uncer- 
tain and at best long delayed. 


As a result of this condition, 
do not rush in and buy what- 
ever office furniture you can 
get. That is a costly procedure. 
Instead, plan for the future and 
as merchandise becomes avail- 
able you will be ready to buy 
on an intelligent basis and ac- 
cording to an adopted plan. 


GF Metal Business Furni- 
ture properly applied to the 
requirements of each individual 
job in an office will usually pay 
for itself in a short period of 
time. It will improve employee 
morale, promote health, in- 
crease productivity and enhance 
your company prestige. 

Business furniture bought on 
a hit-or-miss basis is expensive 
throughout its lifetime because 

- it decreases your return on the 
money you spend for employee 
salaries, floor space and gen- 
eral overhead. 


A GF representative can help 
you plan a program now to 
make the most effective use of 
your present equipment, and to 
replace inefficient, out-moded 
equipment in an orderly, sys- 
tematic manner. Contact him 
or write to headquarters. 


Bear in mind that GF Metal Business 
Furniture is the finest that expert fabri- 
cators can build and the best that your 
money can buy. GF is not reducing 
value or sacrificing quality in the pres- 
ent situation. In the long run you will 
enjoy substantial dividends from a 
policy of planned replacement of your 
old desks, chairs, files and shelving. 
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AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


Ciean-up 
THE PICTURE at the top of this 
column is unusual in that it shows the 
application of a modern home tool 
and technique to a modern office ma- 
chine. The installation of electric ac- 
counting machines from International 
Business Machines Corp. in the 
Hoover Co. plant at North Canton, 
Ohio, gets a daily going over with a 
vacuum cleaner (in this case, natural- 


ly, Hoover’s Model 51 tank-type 
cleaner) . 
The tabulating department em- 


ployee shown is vacuuming an IBM 
sorter to remove punchings and dust, 
accumulated during a day’s work. 
Office house-keeping, exceedingly 
important to office efficiency, really 
deserves mere consideration by man- 
agement than it usually gets. We have 
come a long way from the era when it 
was part of the office boy's job to dry- 
sweep the floors, clean the cuspidors, 
and carry out the ashes from the coal 
stove, but still in many offices which 
pride themselves on being modern in 
other ways, cleaning left to lower- 
level consideration and action, with 
an all-over plan conspicuously miss- 


ing. 
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OFFICE VIGNETTES #3 OF A SERIES 


some people only 


SECURITY STEEL EQUIPMENT CORP. 
Reet, 8 4203 9 


6 


or 


se@ money ad 


That's our Treasurer for you . . . and does he make it 


work! Since we’ve gotten this wonderful CRESTLINE Of- 
fice Furniture, he’s done nothing but prove how many ways 
it’s a good investment. It’s all steel you know and will last 
a lifetime. He’s smart and so will you be if you check first 
on CRESTLINE. 


BOOKS AND PAMPHLETS 


Communicating Ideas to the Public, 
a practical application of public rela- 
tions techniques to everyday problems 
in human communications, has been 
published by Funk & Wagnalls Co., 
153 East 24th St., New York, priced at 
$3.50. 

Written by Stephen E. Fitzgerald, 
public relations counsel, this 292-page 
book answers a question uppermost 
in the minds of many business leaders 
today; just how can we get our ideas 
across to the people who are impor- 
tant to us? The material in it explores 
a new frontier in human relations— 
human communication—and deals with 
the complex job of moving ideas from 
one head to another . . « complex be- 
cause exposure to information does 
not necessarily mean absorbtion of in- 
formation. 

Author Fitzgerald, a specialist in the 
field, shows how people get informa- 
tion on which they base action and de- 
cision, analyzes the advantages and 
disadvantages of each of the media of 
Mass communications as a means of 
getting a message across, and helps 
the reader to determine which one will 
work most effectively for his particu- 
lar problem. 


Case Histories of Successful Mar- 
keting, by Hector Lazo, is a 384-page 
volume that contains fifty-five actual 
case histories in the problem-solution- 
results manner which describe the suc- 
cessful methods alert companies have 
used. 


For example, the book tells how one 
Chicago company with eleven manu- 
facturing plants and forty warehouses 
cut the cost of distributing their pro- 
ducts in eighteen different ways and 
by more than 50 per cent by changing 
handling, storage and shipping prac- 
tices. 

Using the management-committee 
approach to more productive market- 
ing (adaptable to small firms as well 
as large), these histories cover a wide 
range of consumer and _ industrial 
goods, and present marketing prob- 
lems with solutions and results in the 
fields of pricing, packaging, salesman- 
ship, consumer and sales research, dis- 
tribution, dealer relations, and many 
others. 

Its author, a recognized authority on 
distribution, is director of marketing 
for a large national corporation and 
adjunct associate professor of market- 
ing, Graduate School of Business Ad- 
ministration, New York University. 
His book, published by Funk & Wag- 
nalls Co., is priced at $4.75 the copy. 


Another new and worthwhile addi- 
tion to any library is one titled Graphic 
Presentation Simplified, by R. R. Lutz, 
formerly general statistician to the 
National Industrial Conference Board. 

Mr. Lutz’ book presents a direct, de- 
tailed, and practical explanation of the 
principles and applications of modern 


March, 1951 


° Be ot ; : » § i-Mate Sa a cc. -a 
to goer 
ree) : 
oS | 
; : \ . TT A MRM | 
Ah 4 i 
ee, 2 
eae . 
be : 4 ys 
sages oy Y |Z V7. °* 
=, ww 
yes i i P= 
a t I ~< ~ 
ia \a 7 Ys 
neg — 4 f j 
eee a 
, a - f a LL. } = z 
, aeons cg - 
. &-_ ’ 
er —— 
es, | —— a 
* : fs B..! e ‘ _ i ee F 
Ps Pe Nees: 7 ~~" : = > in ry 3 ~2 
ie a. ~ Me, — = aa = 
‘a ar oe . Sites, ‘ j eee 
; ie —- — “ER aie > re 3 c sme — = ee oa 1 
Wee: ee ‘ oi - { 
A eae eso , — ceca ee 
ay me . oo bs ‘i sit : x = — 4 . eo $ ‘< 
semen, ks on a Pee ye ety ————— 
2 aoe Fi news ae ct 
Sagem iat “aaa ean * a ee =.) a "ih pes { 
ae F ail ata —F | a i “ea { { 
mi i a a i hae ee ar eyed er } 
= e | ie “Square —— : ee | 
Paes: pens # z : at 5" ag Si , : 4H aa ae: ' 
eee le er ee : Se \-~ a Pe { 
, ae Z ) ee 7 ee ee f ‘ i “ae x ae { —* : ae 
ite  _——_ -« Fg eae ” Mes i. - 
atte” ©. mh - Te. 2. oe a 
= bat Dn ea 5 , : AT ig and t A ee i by J 
aoe oe ; Bo.) ang : ; S “<a a, : E = . Pie 3 
a 2: eek z ? es 7 a ee : 
a ae 3 ee ea 
a 
meat x 
a: a 
& 
ey 
Pee 
BN 
f aes 
ee . Me 
& ; 
eR rn Y/, 
= <4, Vi * 
__ 0) 1) 
a % = =" 
: = WY ‘yy y= 
P a —wih ALINE TO BUILD ON 
~4 1 e 
ee, | 
= re, ~ 
eae aA STEEL 
ae ea Eee 
ae BAAR: 
af Z) 
ie se Oe _ 
~" e a OFFICE MANAGEMENT AND EQUIPMENT Ps 
‘ae 
F eh eh ) 
, ae 
P 3 
a 
- f a 
2 ean : ig —— lll —e ee) Oe 


Are there costly 
“leaks” in your 
Order-Billing system 


| 


} 
' 


} 


These 9 
searching 
questions 
may help 
save 

your firm 
hundreds of 
dollars! 


& 
® 10. Would you like us to send you folders 
} which illustrate how sr — pe ong all 
§ retyping, on original and back orders, elim- 
8 inate posting to accounts receivable?........... Yes[) No] 
. If answer is “Yes”, fill in and mail to: 
7 Ditto, Inc., 62 S$. Oakley Bivd., Chicago 12, Ill. 
a 
. Name 
a 
. Firm Title 

TRADE MARK REG, U, S. PAT, OFF, H 

DITTO, Incorporated 8 Address 
628 S. Oakley Bivd., Chicago 12, Ill. 5 City Zone____ State. 
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1. Do you know how many separate 
writings you require to get your orders 


shipped and billed? .........ccccssscsesssssesceseeeees Yes{_| No] 


2. Have you investigated recently to see 
if writings are being made which can be 


REALITIES AMT Yes[| No} 


3. Are the orders sent in by your branch 
offices or salesmen rewritten in your office? Yes{_} No(_] 


4. Are shipping addresses retyped on 
your bills of lading? ...........csccessesecseseseeees Yes(_] No] 


5. Are these same addresses again re- 
written on your tags and labels?.............. Yes) No] 


6. Are your invoices written separately 
from your shipping orders?..................0 Yes] No[] 


7. When a partial shipment is made do 
you write a new shipping order to cover 
items back-ordered?. Yes[_] No} 


8. Do you write a new set of billing cop- 
ies covering each back order shipment?.... Yes[_] No[_] 


9. Do you post each individual invoice 
to your accounts receivable ledger?.......... Yes[_] No] 


¢ 


OFFICE MANAGEMENT AND EQUIPMENT 


d 


. ~* q A. x ik z = o = a ee i + a ~ i) oe Ab) lee le le a § ae . ie ee Ge a g 
nea 
ela- | New aks i a ee 
ms ; on ‘? sits, 
een aa Se 
20 2 as 
sat Re i... ae 
ald, A aa 
Age if *4 ere A : 
‘ost a “34 ‘ i” : t « ght 
eas (poe aaes Aa cout Si 
hy ty a wi ; 
t= a a "3 i 
res ae: 2 itd : Pi 
s—— a = F 
ith vee Saal: 
om ey ee i Dee 
be- rs : 
oes a 
in- on we a sg 
‘ — 
the :. me § 
na- E eh: 
de- 7 2 
ind s Re 
of F ce ‘ 
Ips Simat a ; & a0e- . 
vill a 
cu- a t 
ar- ‘ * i < 
ge { a 
ual ‘ : 
on- i 
ave : ~— 
“Hf. 
ne 8 t s 
ses Pa e) 
~* ee =| © 
ind 
ing i = 
et- & 
r ——— : 
ide A) 
‘ial ce = 
he Be , _ 
the : ke, 
an- : r 
n ‘ : ee 
iny “” 
ee ~y 
fm & 
ing z= 
ind 
-et- career ne ee ee eeeenesnesasene 
\d- 
ity. 
ag- 
py. 
di- 
hic 
tz, 
the | 
rd. | 
de- 
the | 
rm | 
51 Fe ee 7 
ea a i ea ae = : ica. {Sar es a es i) ae \ = iene es. ‘." ay q i j alae . a 
ee a recat 2 pat = Uae aa {ey << | vii _— ae "ge ‘ 
re! ; pe —_ aaey | cm re: | Bats. ae ey ie PP aa, 5S ee. r Dae ae. 


Better Records Faster at Lower Cost. 


ah 
r A Connecticut manufacturer reduced clerical hours for one 
; department by $13,000 annually. Work proceeds to produc- 
— tion much faster. This and other experiences in Paperwork 
: et Simplification* suggest how you can apply the same basic 


#3 “scientific method” for positive improvement of any waste- 
ful written record system in your business: 


A. Develop the best procedure. Techniques and tools in- 

; troduced by Standard Register simplify analysis— 

ne highlight ways to eliminate, combine, change steps 
ig for effective system operation. 


B. Simplify the writing method. Form Flow Electric Regis- 
ters, in this case, make key-record preparation an 
easy, fast, continuous operation.* 


C. Design the most efficient form. Specific fact-finding led 
to construction of five-part combination “Factory Tick- 
et,” which eliminated costly, needless, clerical labor.* 


*PS., our magazine, details such cases of simplifying pro- 
cedure, writing method and form design—a system’s A, B, 
C’s. It’s a free information service. Write The Standard 
Register Company, 4303 Campbell St., Dayton 1, Ohio. 


in one motion 


Registers 2 different 
forms for 1 continu- 


Sign, date, number, 
trim, tear off, stack 
Kant-Slip forms 
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statistical charting, how to make them 
and how to use them. It has been es- 
pecially prepared to help forward-look- 
ing businessmen keep their fingers on 
the economic pulse of their companies. 

“Charts and graphs are the short- 
hand of statistics,” says the author. “In 
a period in which every kind of fac- 
tual information tends more and more 
to be expressed in statistical terms, 
they have become one of the most 
effective means for converting masses 
of data to a form that is rapidly com- 
prehended and interpreted.” 

Containing 222 pages with 115 
charts, 19 figures, and 16 tables, this 
volume is a guide to the use of graphic 
methods in business. It reduces the 
theory and practice of presenting facts 
in visual form to their simplest and 
most practical elements. 

Published by Funk & Wagnalls Co., 
it is priced at $4. 


Employee Feeding, a manual of pol- 
icies and procedures for setting up and 
operating an efficient employee feed- 
ing facility, is available from Edmund 
S. Whitten, Inc., 216 Tremont St., 
Boston. 

Written by John W. Stokes, manage- 
ment consultant and lecturer at Boston 
University, it is designed for industrial 
plants, insurance companies, banks, de- 
partment stores, and other institutions 
undertaking employee feeding for the 
first time, or desiring to check their 
current operations for improvements 
and economies. Its material may be 
applied to defense and wartime emer- 
gencies as well as to peacetime condi- 
tions. 

Employee Feeding , 92 pages in 
length, is arranged to be of service to 
top executives and cafeteria managers 
alike. The main sections include: The 
Food Organization, Location, Equip- 
ment, Purchasing, Receiving, Storage, 
Food Preparation, Cooking, Menu- 
making, Sanitation, Food Cost Con- 
trol, Labor Cost Control, Accounting 
Records and Statements, Feod Trucks 
and other services, Developing Patren- 
age and Sales Volume, Care of Equip- 
ment, and Preventive Maintenance. 

The manual also includes 27 charts, 
floor plans and typical forms, and a 
host of other supplementary material. 

The author for several years operat- 
ed a well-known system of restaurants 
and was president of the Massachu- 
setts Restaurant Association. 


A graphic and highly readable book 
presenting the guiding principles of 
crime loss control has been published 
by the American Liability Insurance 
Co., 142 Berkeley St., Boston. 

Now available for use by principal 
accounting and financial officers of 
business enterprises, the new manual 
offers for the first time, a condensed 
and complete treatise on crime loss 
control in business and industry, pro- 
viding a helpful and constructive ap- 


March, 1951 


Pn AN A. B. C. WAY TO CONSERVE MANPOWER 
oe istel | 
Regist | | 
ie standard | 
4 Paperwork Simplification 
6 (le 
be i “a rs = > a 5 4 ee | 
ae ay : ae. ee Feed | 
— F r4 Ng's Bat | . cligning devices: 
a a ff . 3 a SY THE REGISTRATOR 
Tks 2a ann Me chs ae PLATEN 
a ‘s eg eee 
isc ie 
¥ is f ; 
Psa ees = | 
Advances form inte 
new writing position i 
a 
/ (a y ee | 
t—oe 
a -_ LE 
; DUAL FEED 
a oF 
+ ¥ ee — 
hie. i. ~ l N 
aa f ° . . | | 
a 7 rex ° FORM-FLOW 
, Ro Standard Resister ») zie 
is \ ot ghe original marginallY punched s° eaten: 
ah ae Y, Oo 
cat \ e QTM ° 
: ae \ " Continvovs ¥ ° my 
+ Te \S\ o . efficiency o* Pers 
i. Vo ox eossieniqxuen vases WHIM | et / | 
4 Ayu uatins, TEPER et o\Sa7 
6 he = \ J 4 offices 9 painciest _ UNIT ZIPSET FORMS 
4 = ae O © Corbon interlouved 
5 a 5 A fe) | 
: a ; i & a a ate > ee Joo z= (>: Wee So eee | (a a ee 3 
lig ¢ ae” Me ee i ie ee SS OS el Ci 


= AUDOGRAP 
tn dictation means 
= Aiaaea 

| esinese 

: | ae 
wi for with Gray 
—  AUDOGRAPH 


nd === ——syour correspondence output increases 
up to 30% and more with less effort 


nd 
a . 

. ‘idee, and the same man-hours! If you are not yet concerned about 
ye- | being caught shorthanded due to the 
~ oo National Emergency, you may be .. . 
e- | and sooner than you think! 

_ AupocraPH dictation brings to you 
the ‘ . 

eir eee - ‘bi and your staff the ingredients ABC... 
ra Dictating and transcribing Added Business Capacity ... the means 
me are E-A-S-I-E-R of maintaining personal and office out- 
di- put despite a possible loss or curtail- 
in ment of personnel. 
to Before a personnel shortage strikes, 
i investigate AupocrapH ABC. Just 
ip- mail the coupon as the most important 
- step you can take toward preparing for 
yn- the growing pressure to produce. 
ng 
‘ks . . 7 
“nl AUDOGRAPH sales and service in 180 principal cities 
iP of the U.S. See your Classified Telephone Directory— 

with AUDOGRAPH under “Dictating Machines.” Canada: Northern Elec- 
ts tric Company, Ltd., sole authorized agents for the 
: Dominion. Overseas: Westrex Corporation (export 
Seq affiliate of Western Electric Company) in 35 foreign 
al. countries. 
at- 
its ee 
1u- The Gray Aupocrapn: the ideal x 
dictating and transcribing machine 
that records on thin, lightweight, 
long-lasting plastic discs, each hold- ELECTRONIC 
ok ingupto one hour's dictation or other SOUNDWRITER 

of types of recording. These discs can ry 

ed be resurfaced for reuse up to 50 


ce times and more. You don’t have to 
throw them away after one recording ! 


THE GRAY MANUFACTURING COMPANY, HARTFORD 1, CONNECTICUT 


AUDOGRAPH is made by The Gray Manufacturing Company, Hartford. 
Conn. — established 1891 — originators of the Telephone Pay Station. 


- 
~ 


-« } TRADE MARK ‘‘AUDOGRAPH'* REG. U. S. PAT. OFF. 
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Here’s the brand new Line-a-time—ready to help 
you get faster typing than ever before — boost 
office output to meet today’s and tomorrow's 
forced-draft production line requirements. 

The new Line-a-time fairly sparkles with fea- 
tures for still easier typing. It assures correct, 
forward, “right before your eyes” reading. Exclu- 
sive Trans-vue line guide indicates the line being 
copied and at the same time lets you see ahead 


Remington Rand Business Machines & Supplies Division 
Room _656, 315 Fourth Avenue, New York 10, N. Y. > 


(J Please send me the folder RSL 212 describing the New Line- 
a-time copyholder and how it will ease my typing. 

1) Please arrange for a demonstration of the New Line-a-time in 
my office — no obligation, of course. 


Name 
Firm 
Address __ 


ee 


Zone State__ 


eer 


10 


Remington Rand fam S-a-Tine 


copyholder 


several lines to spot copy changes. New Space- 
celector adjusts instantly for single, double or 
“free-wheeling” spacing. Exclusive “no fum- 
bling” Turn-a-page Pocket makes pages easier to 
turn, easier to hold in position. And it’s Light- 
Conditioned—a twist of the knob sets copy to the 
rightangle for maximum lightingand readability. 
Banish strain and fatigue...increase typing 
production measurably with Line-a-time! 


RIGHT free brochure—yours for the 
asking—shows in detail how 
Line-a-time correct vision “right before your 
eyes” transcribing eliminates typing aches 
and pains. Makes faster, more accurate typing 
a certainty in your office. Send the coupon. 
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proach to assist in solving this prob- 
lem. 


The opening pages point out the 
many opportunities which exist in 
every organization for loss of property 
through dishonesty and fraud. The 
need for adequate internal controls as 
the major means to discourage and 
check such dishonest practices is dem- 
onstrated through the use of specific 
examples. The often-misunderstood 
responsibility of the independent public 
accountant to detect fraud in auditing 
the company’s books is concisely dis- 
cussed. 


Following this, the possibilities of 
fraud and methods for prevention are 
enumerated, accompanied in each case 
with charts showing the segregation 
of duties and procedures to be followed 
to obtain adequate internal control. 

Finally, this brochure deals with 
physical safeguards to prevent burgla- 
ries, hold-ups and thefts, and reveals 
the characteristics of an adequate se- 
curity program. Up-to-date devices 
and methods available for crime loss 
control are described and suggestions 
given for their use. 


The manual demonstrates that the 
cost of maintaining such controls does 
not represent an expense which must 
be charged solely to crime loss con- 
trol. The many extra benefits which 
accrue from such controls are clearly 
identified and these benefits usually 
far outweigh the maintenance cost of 
them, the company says. 


Personnel Handbook, a 1,167-page 
working manual, emphasizes factual 
data, accepted practice, test principles, 
best techniques, and definite operating 
standards. It is felt that it will aid 
everyone concerned with personnel 
policies, planning and operations, to 
assist in minimizing friction and in- 
creasing cooperative effort between 
individuals and groups. 


Edited by John F. Mee, professor 
and chairman of the department of 
management; director of the bureau 
of personnel relations, Indiana Uni- 
versity, the Personnel Handbook in- 
clude contributions which represent a 
balanced cross section of authority. 


Said to be unlike any other refer- 
ence in the field, the volume is fully 
illustrated and triple-indexed for in- 
stant aid. 


Printed in twenty important sec- 
tions, each easily the equivalent of a 
full-size book, this volume selects, 
evaluates, and organizes for ready ref- 
erence, “the best current practice in 
the fields of personnel management 
and industrial relations.” A partial list 
of chapter content: The Personnel 
Program; Budgeting, Cost Control; 
Wage and Salary Administration; 
Merit Rating; Employment Personnel 


Tests; Training, Education, and In- | 


dustrial and Governmental Relations. 


The book is published by the Ron- 
ald Press Co., 15 East 26th St., New 
York, and is priced at $10 per copy. 


“...most chair for the 
money I ever saw!” 


“.:. best seat 
I ever sat on!” 


“EINGER-LIFT” 


+ Pending) 


yy 1" 

That’s the consensus of opinion among employers and 

employes, alike: Cosco ‘“‘Finger-Lift” Office Chair is 

a better seat—a bigger value! Foam rubber-padded, > S 
revolving “saddle” seat raises or lowers—quickly, 

easily and positively—to any height between 16” and inated tae 
20” ... backrest adjusts three ways. Durable, wash- depth of seat . .. 
able, vinyl plastic upholstery on seat and backrest in 

green, brown, maroon or gray; all-metal frame finished 

in gray or brown baked-on enamel. Life-time lubri- 

cated, hard rubber casters, with ball bearing swivels. 

Ask for demonstration without obligation at leading wrecke ot econ 
office equipment dealers. Or write for name of nearest 

dealer; COSCO, Dept. OM-3, Columbus, Indiana. & > 
Illustrated: Model 16-C, with gray, baked-on enamel finish. Also 

Model 16-D, with brown, baked-on enamel finish. Retail price about 


A . : . Tilts freely to 
$29.95 (slightly higher in Florida, Texas and Western states). "follow" the back. 


HAMILTON MANUFACTURING CORPORATION + COLUMBUS, INDIANA 
Mokers of COSCO Household Stools, Choirs and Utility Tables 


Posture Back 
adjusts 3 ways 
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© One-fourth of the work hour 
in using card records is devoted 
to posting the cards. 


Globe-Wernicke Visible Records 
cut the “ of the operation— 
filing and finding the cards— 

from 45 minutes to 11% minutes —E- a ee eee ee 

—a clear saving of 33% minutes —ZB> orrser sicnaunc 

per work hour. I visiate marin on FRONT AND BACK 


It’s done by means of engineered AGF Hanosome, sturoy casiner 
simplicity for speed—centered 

in the exclusive G/W card holder! Double-quick insertion or removal of 
ey or in bunches. Cards always lie flat for posting—front and 


Demonstrated adaptability to all types of visible records requirements—in 
thousands of large and small installations. 


Maybe ~~ won't believe this until you see it!—very well, take the dollar- 
saving look offered by your dependable, helpful Globe-Wernicke dealer, 
listed in classified ‘phone directory under “Office Furniture and Equipment.” 
Or write us for prompt information. 


we XD FF 
Se 


Engineering Specialists in 
' Office Equipment, Systems 
and Visible Records 


Cincinnati 12, Ohio 
12 


CATALOGS AND BROCHURES 
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“How to solve space problems with 
flexible interiors.” 

“How to make building interiors 
more useful, efficient and attractive, at 
less cost, with movable metal walls.” 

These are the dominant themes of a 
new, 48-page catalog, No. 51, pub- 
lished and available at no charge from 
the Mills Co., 975 Wayside Rd., Cleve- 
land, O. 

This book is one of practical facts 
for architects, builders, contractors, 
building owners and managers—for 
everyone concerned with the problem 


Catalog 5! by Mills 


of meeting consistently changing space 
requirements in offices, factories, and 
commercial, industrial, and institution- 
al buildings of all types. 

Based upon more than thirty years’ 
experience in the design and manu- 
facture of flexible interiors by the 
Mills company, the book calls partic- 
ular attention to the ease and speed 
with which these walls may be erected, 
dismantled and relocated to fit changes 
in space layout. 

Besides being a thorough exposition 
of the advantages of movable metal 
walls in general, the book also points 
out the exclusive construction features 
of the Mills products. The catalog also 
describes and pictures the company’s 
complete line of wall linings, ceilings, 
counters, railings, cabinets, and allied 
products. All construction details are 
covered with easily interpreted draw- 
ings. 


Quick and accurate answers to pro- 
duction and inventory control ques- 
tions is the aim of a new 40-page 
booklet which is available without 
charge from Remington Rand, Inc., 
315 Fourth Ave., New York. 

This guide, Production Control in 
Manufacturing Industries, offers a 
remedy for bottlenecks in production 
before they become acute. 

Efficient and accurate record-keep- 
ing management to assure continuous 
and uninterrupted production flow is 


(To page 17) 
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Easy-to-handle FIFTH BOTTLE 


FUNCTIONAL DESIGN INK BOTTLE 
FITS GIRL’S SMALL HAND! 


The “etiquette of ink-pouring” becomes a matter of safety... and thrift... with Sanford’s 
Fifth Bottle of PENit Ink ! This new bottle, shaped to fit smalf hands, offers large bottle 
economy with pint-size convenience. its new structural design gives greater strength, 
yet requires less glass... weighs a full 3% pound less than a regular quart ! The dripless spout 
pours free-flowing Sanford’s PENit Ink . . . the quick-starting ink that assures 
“glide-ability” in pen writing. And for the sake of permanent office records, remember 
... Sanford’s PENit Ink is one of the two out of five leading brands of Blue-Black 
fountain pen ink that independent laboratory tests have shown 
resisted time, light and weather exposure ! 
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ae ° . and the 


32nd Annual 


and Exposition of the 

NATIONAL OFFICE 
MANAGEMENT 
ASSOCIATION 


May 20th to 23rd 
71st Regiment Armory 


Preview of This Timely Conference and Exposition of Office Equipment 
Will Appear in the May Issue of 


OFFICE MANAGEMENT 


The eyes of office management executives are focused 
on the national and international problems affecting 
every department of industry; and especially with the 
necessity of greater productivity in offices as well as in 
factories. Office management executives must be 
alerted to everything that will contribute to solving 
their problems. 


These ‘executives will turn to the May issue for news 
concerning this Conference and Exposition—just as 
they regularly turn every month to OFFICE MAN- 
AGEMENT & EQUIPMENT—the office executives’ 
own magazine. It is edited exclusively for them and 
features office methods, layout, lighting, equipment, 


RESERVE SPACE NOW. 
FORMS CLOSE APRIL 10th! 


personnel and purchasing. Its articles include case 
histories of problems that have confronted other 
office executives and how they are solved. 


OFFICE MANAGEMENT & EQUIPMENT provides 
an outstanding opportunity to both exhibitors and 
non-exhibitors alike, to present the sales story of 
their products to an unusually receptive audience of 
10,000 volume consumers of office equipment and 
supplies, whether they attend or remain at home. 


A thousand copies of this issues will be distributed 
at the NOMA Exposition for the convenience of those 
in attendance and for the further promotion of adver- 
tised products. 


OFFICE MANAGEMENT 
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. +. for addressing 


... On hard or soft papers 


«.. Of ruled forms 
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covcene Toons neeenee™ 


«+. of handwriting 
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«+ Of intricate drawings 
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«+. Up to 180 per minute ...in black and colors 


WAL DANTE | 


Onto 


To 
ave 


«+. on both sides «+. ON postcards 


‘ pe Ai f- 
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«+. of music manuscripts 


... for self-mailers 


You need one process and only one process—MODERN mimeographing 
—to make all the copies shown above plus many more. 
Mimeographing today enables you to produce more copies and 
more kinds of copies than ever before with speed and ease, at low 
cost. And you can now choose from 8 models of A. B. Dick mimeo- 
graphs to fit your needs and budget. All models are for use with all 
makes of suitable stencil duplicating products. For a free portfolio 
of samples showing the great versatility ofp MODERN mimeograph- 
ing, mail the coupon below. 


= A-B-DICK 


THE FIRST NAME IN MIMEOGRAPHING 
eeceeeeeeeeeeeaeeeeeeeeeeeeeseeeeeeeeeee 


A. B. DICK COMPANY, Dept. OM-351 
5700 W. Touhy Avenue, Chicago 31, Illinois 


Without obligation, please send me O free portfolio of MODERN mimeographing 
samples 0 information about A. B. Dick mimeographs. 


Nceme ____Pesition 


Organization. 
Address___ 


—— 
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WHY? Because, when you buy ACE Stapling 
Equipment, you get the finest that money can buy. 
For more than twenty years we’ve been building 
Staplers with a watchlike precision that assures 
efficient, trouble-free operation. Dealers call them 
“lifetime” Staplers because they stay on the job year 
after year, in use dozens or hundreds of times a day. 


ae COST? Because there’s a full line of ACE Stapling 
oe ae Equipment, you can have a better Ace Stapler at the 
meee price you want to pay. And, be sure to specify 
ie ACE Staples for smooth, never-failing performance. 
Ai) They’re stronger, and accurately sized, for maximum 


stapling satisfaction. 


VISIT YOUR LOCAL STATIONER ..have him demonstrate 
the full ACE Line of finer Staples and Stapling Equipment. 


ACE STANDARD 


REMEMBER THE NAMES OF STAPLERS MADE BY ACE! 


HOW THE ACE PROCESS OF TREATING 
WIRE MAKES ACE STAPLES STRONGER 


FIGURE 1 FIGURE 2 


FIGURE 1. . Shows oa cross-section of an ALL-ROUND 
steel wire. Ace uses only premium, precision-made, 
accurately drawn-to-size steel wire. 


FIGURE 2. . Shows the all-round steel wire after being 
treated by the ACE PROCESS. This gives maximum 
strength on the outer edge where it is needed most. 


. > < 

% ACE CLIPPER 
Za s7 
Pe 


4 ~~ 


S090 NEW IMPROVED MO 1025 


STAPLES — 


101. ano eee 


FOP UST 1m ACELIMEe ace 
MACHINES USING STAMDARD Size sTArie:, 9 8) Moe 


Machines ton 


ACE FASTENER CORPORATION -~ 


A: i" 16 
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CATALOGS AND BROCHURES 


highlighted in this booklet. Punched- 
card methods are shown for every 
phase of production control including 
engineering records and procedures, 
production and forecastings, materials 
controls scheduling, and progress re- 
ports. 

Not only the general phases of pro- 
duction control are explained but also 
the major flow functions. The “how” 
of scheduling defense orders for regu- 
lar as well as new production without 
delay or disorganization, processing 
production orders according to sched- 
ule, accurate delivery dates based upon 
correct information on raw materials 
and machine facilities, all are covered. 


(From page 12) 


ager of the company, “that a wide- 
spread need for standard and special 
high and low temperature air condi- 
tioning equipment exists, both in the 
armed forces and in war production 
industries. To -help meet this vital 
need, we have produced this brochure.” 

Copies are available to military and 
industrial users, by writing the com- 
pany direct. 


A descriptive catalog of motion pic- 
tures and slidefilms covering nearly 


every aspect of office procedure has 
been prepared by the staff of Film Re- 
search Associates, 135 West 52nd St., 


New York. In addition to furnishing 
details on 148 films from 37 indicated 
sources, this Film Guide for Improv- 
ing Office Practices contains a preface 
on audio-visual methods by Dr. Louis 
S. Goodman, executive director of the 
company. 


Among the films described are Book- 
keeping and Accounting, Business Ma- 
chines, Filing Procedures in Business, 
Writing Better Business Letters, Sec- 
retarial Etiquette, Taking Dictation 
and Transcribing, Policy as a Work- 
ing Tool, Tricks of the Trade, Tele: 
(To page 21) 


NOW YOU CAN DO 


plastic binding 


THIS MODERN... 
LOW-COST WAY 


Right in your own office ... NEW GBC 
plastic binding equipment* binds all sizes 

of loose sheets into attention-compelling, 
easy-to-use booklets . . . in a matter of 
seconds. Adds color, prestige, utility! 

Every page turns smoothly . . . lies perfectly 
flat. Saves more than 50% over old-fashioned 
fastener-type covers. Anyone in your office 
can easily operate this portable equipment. 
Thousands of enthusiastic users! 

coupon below for complete details. 


Special trial offer! Try this low-cost 

equipment in your own office or plant. It is 
UNCONDITIONALLY GUARANTEED 
to be satisfactory in all ways. 


A new, two-color, 24-page brochure 
describing the uses of corrugated 
Plexiglas presents 19 photographic 
case histories that show how this form 
of acrylic plastic sheet can be used to 
advantage in interior architecture for 
offices, in institutional and commercial 
lighting, and as glazing for industrial 
plants. 

Nine pages are devoted exclusively 
to typical installation-detail drawings 
for attaching Plexiglas to itself and to 

2 other flat, shaped and corrugated ma- 
terials in architectural, lighting, and 
| glazing applications. Fabrication tech- 
} niques listed for this material include 
cutting, drilling, polishing, and ce- 

menting. 

Also included are the types, colors, 
sizes, and thicknesses of Plexiglas 
sheets together with a tabulation of 
physical properties including tensile, 
flexural, and compressive strengths; 
specific gravity; impact resistance; 
modulus of elasticity; coefficient of ex- 
pansion; thermal conductivity, and 
recommended service temperatures. 

Copies of the brochure are available 
by writing to the Plastics Department, 
Rohm & Haas Co., Washington Sq., 
Philadelphia. 


TYPEWRITER 


. 7 


COMPLETE EQUIPMENT COSTS LESS THAN A 


For those who have problems of 
military importance involving indoor 
climate control, the Remington Corp., 
Auburn, N. Y., has recently published 
a brochure which describes briefly the talogs, pr ond 
Services, products, and facilities which reports with colorful, handsome 
this organization has available. GEC plastic binding. 

The brochure presents the 3-part 
Remington service of engineering con- s > 
sultation, ‘development contracts, and s 4 
‘] complete manufacturing facilities. Typ- 
ical military and industrial equipments 
mentioned include mobile air cooling 
units for bombsight repair; dehumidi- 


You can definitely improve 
the effectiveness of your 


PUNCHING MACHINE (left): Fast...easy to operate. Simply insert 
paper and press down handle. BINDING MACHINE (right): Opens 
plastic rings mechanically. Place sheets on open rings. Close and 
remove finished book. Both 12- and 16-inch table models...also 
power equipment. 


Mail Coupon for SAMPLES and. FREE TRIAL OFFER 


General Binding Corporation, Dept. OM-3 
810 W. Belmont Ave., Chicago 14, Ili. 


General Binding Please send me Bulletin 1200 describing your new 


| 5 RON 


low-cost portable GBC plastic binding equipment... 


' 
; 1 
1 ' 
' H 
fiers to prevent mildew, rot, and cor- Corporation ; also 2 handy memo books bound this modern way. § 
i os 1 Tell me how | can try this equip without oblig 1 
resion; portable coolers for servicing World's largest producers of ; 1 
aircra t in hot climates; refrigeration plastic bindings 1 Name. ‘ 
units for frozen food trailers or trucks, and plastic binding equipment : Comp : 
| and air cooling units for parachute Chicago 14, Illinois 1 er ' 
protection and storage. : City Zene___ State. } 
“Our recent surveys indicate,” says Lischscsenhsebubserin deurenttaiies Gkunepigenaneneyneabipepnicsvetaaananan 
E. A. Bonneville, general sales man- *Patents Pending 
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A Full Year's Campaign 
at the Cost of a Single Insertion! 


“Gentlemen, let's be realistic. In advertising our office equipment nation- 


ally we are using a list of general business weeklies with excellent 
results. Now let's strengthen this list with 


OFFICE MANAGEMENT and EQUIPMENT 


which is a specialized magazine, edited solely for the executives of 10,000 
of the nation’s big offices—the men who, directly or indirectly, are respon- 
sible for volume purchases of office equipment and supplies. 


We are now using black and white pages in three weekly magazines at 
a cost of $5490, $2975, and $2280 per insertion (on 13-time rate). I suggest 
we use TWELVE black and white pages in OFFICE MANAGEMENT too. 
The total 12-insertion cost is $2280—a year’s campaign for the cost of one 
insertion (or less) in the general business magazines. 


Its publishers have been serving the office equipment industry for nearly 
three-quarters of a century. OFFICE MANAGEMENT & EQUIPMENT be- 
longs on our listl” 


OFFICE MANAGEMENT 
aud Equipment 


The Office Executive’s Own Magazine 


212 FIFTH AVENUE © NEW YORK 10, N.Y. 
GEYER PUBLICATIONS — Est. 1877 — Publishers of GEYER’S TOPICS, OFFICE MANAGEMENT 
AND EQUIPMENT, THE GIFT AND ART BUYER, SPORTS AGE and Trade Directories. 
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1} FIND THIS- 

THE PERFECT DRILL 
EASY TO OPERATE 
NO MUSS - IT MAKES 
A CLEAN HOLE IN 
ANY POSITION-:-- 


rry the KWIK-TWST Drill - and 


Mr. Salesman ~ Ca 
n every call. 


show it © 
"EVERY OFFICE A PROSPECT" 
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(From page 17) 
phone Courtesy, and Simplifying 
Work in the Office. 

The guide, designated bulletin No. 
14, is distributed without charge to 
members of Film Research Associates. 
Non-members may purchase it for 
$1.50 by writing to FRA at the address 
given on page 17. 


General Binding Corp., 806 West 
Belmont Ave., Chicago, has available, 
a new brochure which describes and 
illustrates its portable, table-model 
equipment with which it is possible to 
plastic-bind printed, duplicated, or 
typewritten sheets into durable book- 
lets. 

The company says this equipment 
has been especially designed for office 
or duplicating department use, and 
saves up to 50% over fastener-type 
bindings. Full information from com- 
pany. 


A recent issue of Paperwork Sim- 
plification (No. 21), published by the 
Standard Register Co., Dayton, O., 
has an interesting story entitled “The 
X in Inventory Control,” by Alan O. 
Mann, vice-president, Peter F. Fallon, 
Inc., Long Island, N. Y. printing firm. 

The major problem in planning and 
inventory control still to be solved, 
says Mr. Mann, is clerical time. The 
solution the author outlines in his arti- 
cle is based on his work in putting 
modern communications and _ record 
producing equipment to use by the top 
management of industry. 

“Managerial discussions and analy- 
ses of inventory usually place emphasis 
on every thing except one of the chief 
contributors to long production-deliv- 
ery cycles and large inventories—cleri- 
cal timing. Either this factor is un- 
recognized as an element of inventory, 
or the problem it presents is unsolved. 

“Concentrated work has been done 
on clerical simplification and shorten- 
ing of clerical time in many places in 
industry,” says the author, “yet it is 
safe to say that little really compre- 
hensive work has been done by indus- 
try on the whole.” 


Mr. Mann believes that successful 
inventory control depends on “holding 
tight” to a few specific principles: 

1. Completely eliminate transcrip- 
tion. Once a basic transaction has 
been written down or typed, do not 
permit any further writing for record- 
ing, summarization, reference, or re- 
porting. 

2. Eliminate every possible minute 
of clerical or communications time. 

3. The equipment is machinery, not 
brains. Make it do the maximum pos- 
sible detail work, but don’t try to make 
it think. 


4. Don’t attempt to use tabulating 
cards as reference cards. But don’t 
originate another posted record to pro- 
vide the missing reference feature. 

(To page 22) 


March, 1951 


write that order : 


Fast—Complete—Correct 
with UARCO E-Z-Out Forms 


amd this neu FORMS HOLDER! 


@ With Uarco E-Z-Out Forms, your salesmen write only once—yet make 
all four records that complete an order: (1) house order, (2) cus- 
tomer receipt, (3) salesman’s copy, and (4) office record. 

The job is that quick! Your men don’t fuss with carbons—they’ re 
pre-inserted; they don’t make additional records—one writing makes 
them all. With each copy colored, numbered, or otherwise identified! 

And now this light E-Z-Out Forms Holder makes order writing an 
even easier task. Note illustration. It’s pocket size; holds forms for all 
day; has a metal writing plate; filing compartment . . . a complete order 


unit your men use standing up. 


A gentle tug—the 
forms and carbons 
are apart! Uarco 
makes E-Z-Out 
Forms for any 
record combina- 
tion you need. 


UARCO Incorporated 
Room 1619, 141 W. Jackson Blvd. 
Chicago 4, Illinois 


Efficient? Certainly—but then, Uarco 
makes all paperwork that way. And 
can for your organization. These 
E-Z-Out Forms are a good example. 
Mail the coupon for free samples. 
Examine them; you'll see! 

UARCO Incorporated 

Factories: Deep River, Connecticut; Cleveland, 


Ohio; Chicago, Illinois; Oakland, California. 
Sales Representatives In Al. Principal Cities 


ee 


INCORPORATED 


Business Forms 


Please send samples of Uarco E-Z-Out Order Forms 
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“magically 
effortless?” 


**,..that’s the only way I 
know to describe the way 
Mongol Pencils write” 

h J.. Burke, 
Store my og es om 
Mass. 


“I like pencils that write 
smoothly. That's why I 
always use Mongols” 
++. states Robert T. Healy, 
Atco, N. J. Investigator. 


“Posting figures all day 
takes less effort with 
Mongol Pencils” 

. claims Bookkeepe 


Ethel A woe of Pert 
Ineo W ashington. 


+.it’s the 
LIGHT TOUCH LEAD 
that does it! 


om 4 


More and more offices every day specify 
Mongol Pencils, for their smooth, easy- 
writing qualities. — can be a differ- 
ence in ° . +. if you'll ask for 
Mongols every — 


MONCH 


FABER 
Gor Cleaner Corrections 


on any paper use 
only EBERHARD FABER 


DAiewse PBERAARS 


MATED all types of speeds: 33%, 45, and 78 
TRADE WARES REC. ¥. 8. PAT. OFF. ERASERS | -.p.m. It provides sufficient power to 
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(From page 21) 


5. Forget the old concept of physi- 
cal “centralization” of clerical activi- 
ties, hinged on saving of communica- 
tions time; distance is no longer a 
factor in time. Nor is “decentraliza- 
tion” any requirement for freedom of 
action. 

6. Avoid undue functionalization of 
clerical activities. Break down the 
work so that an individual possesses 
the complete wherewithal for handi- 
ing all clerical aspects of a group of 
products. 

7. Do not take existing volume or 
complexity of administrative and ex- 
ecutive reports as requirements of the 
future mechanical methods. A properly 
developed system checks and controls 
itself internally so that reports need 
to be few and brief.” 


SURVEY TAKEN ON OUTSTAND- 
ING MANAGEMENT BOOKS 
OF THE YEAR 


Jackson Martindell, president of the 
American Institute of Management, 
and Peter Drucker, industrial econo- 
mist, share the honor of being selected 
as the authors of outstanding manage- 
ment books of the year, says the So- 
ciety for Advancement of Manage- 
ment. Books written by them are 
included in the “selection of the 
outstanding literature in the field of 
management principles, philosophies, 
and techniques” as outlined in Ad- 
vanced Management magazine. 

The survey, an annual feature of 
that publication, is based on the selec- 
tions of a panel of outstanding man- 
agement men in the fields of both 
business and education. 

Mr. Martindell’s book, The Scien- 
tific Appraisal of Management, has re- 
scribed as “a penetrating analysis of 
study in the analysis of techniques 
and principles which make for effec- 
tive management.” Peter Drucker's 
book, The New Society, has been de- 
scribed as a penetrating analysis of 
the forces which are at work in our 
American economy today.” 

Many of the outstanding books list- 
ed in Advance Management’s survey 
have been reviewed in these pages. A 
copy of the article is available from 
that magazine, 84 William St., New 
York. 


PORTABLE SOUND SYSTEM 


A new portable three-speed tran- 
scription player, claimed to be the 
most powerful sound system yet built 
into a single carrying case, has been 
perfected by the Califone Corp., 1041 
North Sycamore, Hollywood, Calif., 
according to Robert G. Metzner, presi- 
dent. 

The unit will handle from 7 to 7%- 
inch recordings and is adjustable for 


SAME TIME 
ARRIVAL 


FOR Ist and 3rd epee 


antl SIMULTAINER 


Write for Samples and 
Price List 


fp? 


ENVELOPE CO. 


1 Envelope Terrace 
Worcester 4, Mass. 


Have you tried MINT-E-SEAL, the FLAVOR FLAP? 


NO TYPE USED 


IN THIS AD! 


HONEST INJUN! 
This entire ad was set 
without a single stick 
of metal type. 


HOW?" 


... the streamlined, scientific 
FOTOTYPE way! Fast-easy- 
economical. Anyone can set 
type as fast as 15 characters a 
minute with FOTOTYPE. Slip 
die-cut cardboard letters into 
self-aligning composing stick. 
Simplifies preparation of copy 
for offset, planographing and 
photo engraving. Cuts type- 
setting costs. Wide selection 
of distinctive type faces. 


Write for free catalog. 


INCORPORATED 


CHICAGO 13 
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1420 ROSCOE ST. 
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P FEATURES 

ito SOLID HARD MAPLE BASE is finished in plasti- 

ck. cized enamel paint for extreme resistance to wear 
and chipping. May be obtained in standard Do/More 

Py metal colors. 

nd LAMINATED HARDWOOD BACK SUPPORTS are 

ye-~ strong and sturdy. Finished to match base of chair. 

on SLIDING SEAT AND BACK REST have micro- 
adjusting features which permit absolute, perfect fit of 
individual requirements. Back rest also pivots to 
follow body. 
NON-SCUFF GUARDS of pliant rubber on back of 
chair prevent marring of desk or wall behind user. 

POSITIVE HEIGHT LOCK permits micro-adjust- 
ment of seat; keeps it there. 

0 13 Write for prices and information on 10-day trial. 

51 March, 1951 


NO. 70 BELMONT STANDARD 

Standard seat construction. Upholstery may be vinyl 
resin, fabric or leather. Height of seat adjustable 
from 17” to 20”. Seat is 16” wide, 13” deep; back is 
14” wide, 6” high. Shipping weight, 40 Ibs. 


NO. 71 BELMONT DELUXE 

Deluxe foam rubber seat construction. Upholstery 
may be vinyl resin, fabric or leather. Height of seat 
adjustable from 172” to 20%”. Seat is 16” wide, 13” 
deep; back is 14” wide, 6” high. Shipping weight, 40 lbs. 


THE NEW FURNITURE-STYLED 


Leetinont 


DO/MORE CLERICAL CHAIR 


A chute bal (Ha bal i lhe Mou 


This newest of Do/More clerical chairs offers many advantages 
at an attractive price. It’s the improved design of a model which 
has been adopted by hundreds of offices during the past 5 years. 

The new Belmont’s simplicity of line makes it blend perfectly 
with almost all office furniture. And it’s a practical chair, too! 
One that can be custom fitted to the individual and to the job 
for day-long comfort. 

The chair itself, however, is but half the story when you buy 
Do/More. Every person who uses a Do/More chair is given “basic 
training” in correct use... the HOW and WHY of proper seating. 

Also, the chair is personally fitted by a trained specialist. Me- 
chanical inspection and re- — services, too, are provided without 
extra charge for one year... services that may be extended at a 
nominal fee. 


Only Do/More offers you this complete ABC seating service! 


DO/MORE 


SPECIALISTS IN PROPER SEATING FOR MORE THAN A QUARTER-CENTURY 
336 Elkhart, Indiana 


Domore Chair Company, Inc., Dept. 
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444 


DESK PEN SET 


instantly renewable 
in case of 


Try an Esterbrook 444 Desk Pen Set 
with the point you choose to fit your 
writing style exactly. Before you’ve 
written a dozen words, you'll know 
this is the best, the most practical, 
desk pen you ever used. You’ll know, 
too, why 444 is a favorite on busy, 
important desks everywhere. 


Ask at the nearest pen counter for a 
Free personal demonstration. 


THE ESTERBROOK PEN COMPANY 
CAMDEN 1, NEW JERSEY 


® ; 
$ d j 
N 3 3 


COPYRIGHT 1951, THE ESTERBROOK PEN COMPANY: , 
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Points. All points 


oa 


ged 


Saf 


"Ink-Locked” 
against accidental 
_ spillage. Can’t leak. 


— > Won't flood. 


Choice of black, 4 
clear, green, gray, 
ef maroon base. 


comfortably cover an audience of up 
to 3500 persons. 

Several features are claimed for the 
unit, including: two Alnico permanent 
magnet 12-inch speakers; power out- 
put of 16 watts, undistorted-24 watts 
peak; 25-foot extension cables on each 
speaker mounted in each half or di- 
vided carrying case; slanting control 
panel, and two high-impedance micro- 
phone inputs with separate controls. 

Entire unit weighs only 36 pounds; 
dimensions, closed are 13% x 16 x 
16% inches. Further information is 
available from the company. 


OFFICE LAYOUT MADE EASY 


Chart-Pak, Inc., 104 Lincoln Ave., 
Stamford, Conn., announces something 
new in office furniture templates. No 
longer is it necessary, says the com- 
pany, “to laboriously draw, cut out 
and paste models of your office furni- 
ture when rearranging your office. 
Chart-Pak templates come already cut 
to size, accurately scaled 44-inch to 
the foot, and printed on heavy, self- 
adhering stock protected by easily re- 
movable wax backing. In addition to 
legal and letter files and utility tem- 


Chart-Pak's Layout 


paltes, standard desk and table sizes 
are available, each of which may be 
reduced to any desired size by snip- 
ping along guide lines” (see illustra- 
tion). 

Space is provided to indicate the 
person or department to which the 
furniture is to be assigned. The as- 
sortment is packaged in a kit priced at 
$12.50. This kit also contains rolls of 
self-adhering tapes for walls and par- 
titions, with a tape knife. Templates 
and tapes may be mounted on any 
plan scaled at %4-inch to the foot. 
There is also available separately, a 
laminated plastic board, with grid 
lines at %4-inch intervals. 


BUSINESS SHOW BROCHURE 
READY 


The 1951 National Business Show 
bulletin is now available, says Rudolph 
Lang, managing director. It is complete 
with all particulars and details required 
by exhibitors. Inquiries for copies should 
be directed to the National Business 
Show, 33 West 42nd St., New York. 
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Royal puts in extra time to bring you 


One ten thousandth of an inch can make a lot 
of difference. That’s why Royal’s expert de- 
signers and die-makers spend many extra hours 
fashioning the special tools it takes to bring you 
a better product. All their knowledge, their skill 
and their time is used with one object in mind: 
to make the most beautiful, most durable steel 
furniture in the world! For over 53 years, long 
use and abuse prove... 


Time hardly touches long-wearing Royal 
furniture because Royal takes the 
EXTRA time to bring you the very best! 


We could skimp on time what with defense 
orders piling up, and civilian demand greater 
than ever . . . but we never will! Whatever hap- 
pens, our careful ‘“‘individualized assembly”’ 
methods will continue . . . from drawing board 
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thru final inspection. After all, that’s what 
makes the big Quality Difference you’ve come 
to know as Royal. 


If you need metal furniture and cannot wait for 
Royal’s extended deliveries, may we suggest 
the lines of our worthy competitors. Many of 
them make products of good quality which we 
recommend. 


METAL FURNITURE SINCE '97 


ROYAL METAL MANUFACTURING CO. 


175G NORTH MICHIGAN AVENUE, CHICAGO 1 


New York + Los Angeles « Michigan City, Indiana 
Warren, Pennsylvania + Preston and Galt, Ontario 
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Steel furniture of superior design 
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ow simple 
is too simple ? 


In today’s great race for increased pro- 
duction and stimulated commerce some 
businesses are over-simplified! In many 
an office the regular telephone system 
for incoming and outgoing calls is too 
busy to handle inside communications 
-—the essential, on-the-spot inter-office, 
inter-department exchange of ideas. 


@ INCREASE PRODUCTION 
@ IMPROVE EFFICIENCY 
@ REDUCE COSTS 


Kellogg SELECT-O-PHONE, the inside, 
private communication system, keeps 
‘you in constant, two or three-way con- 
tact with department heads, either in- 
dividually or collectively — helps get 
things done, speeds production and 
flow of materials. 


GET THE FACTS 


Many of the greatest names in com- 
merce and industry are already using 
SELECT-O-PHONE! For complete infor- 
mation, write today to Dept. 17-C, 
Select-O-Phone Division, Kellogg Switch- 
board and Supply Company, 6650 S. 
Cicero Ave. Chicago 38, Ill. 


KELLOGG 
eleat O-Phone 


THE /1S70€ VOICE OF BUSINESS 
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EMPLOYEE IDENTIFICATION 

An efficient answer to the problem of 
photographic identification of employees 
and visitors in plants engaged in produc- 
tion of essential civilian and defense ma- 
terial, as required by the Department of 
Defense, is said to be provided by the 
Graflex Identification Unit and its ac- 
cessory equipment for making pass cards 
and identification buttons. 

This all-in-one unit, consisting of cam- 
era, lights, numbering device, and adjust- 
able background on a sturdy stand, turns 
out up to 400 identification pictures per 
hour on 35mm film. Negatives, which are 
1 x 1% inches, may be printed by contact 
on all-photographic pass cards, made into 
prints for tamper-proof badges and per- 


pee 
Graflex |. D. Unit 


sonnel records, or enlarged for other pur- 
poses, the company says. 

No photographic skill is required to 
operate the unit. Focus, lighting, and ex- 
posure are standardized. When the sub- 
ject steps into position, one simple opera- 
tion adjusts the background and camera 
to the proper height. A push-pull lever 
makes the exposure, advances the film 
and rewinds the shutter for the next pic- 
ture. Balanced portrait lighting is provid- 
ed automatically to avoid the usual flat 
“mugg” shot. 

The background is plain on one side 
and scaled in inches from 4 feet to 6 feet, 
6 inches on the other so that the height 
of the subject may be included in the pic- 
ture if desired. Payroll or other index 
numbers are provided at the bottom of 
each photo by seven sets of dials on which 
appear a full set of numerals from 0 to 9 
and a blank space. Controls for these 
dials are located immediately beneath the 
camera so that they may be set by the 
operator in a few seconds. Card clips just 
above the numerals will hold signs with 
the company’s name, the worker's depart- 
ment, or other desired data. 

The Graflex Unit is mounted on rubber 
casters so that it may be moved from one 
department to another. A simple brake 
prevents movement while in operation. 

The 35mm film is available in 50 and 
100-foot rolls. 


How your dollars 


STRIKE BACK 
AT CANCER 


through 


RESEARCH 


that saves lives 


In the past six years, the Amer- 
ican Cancer Society has de- 
voted $16,856,000 to the sup- 
port of Research, chief hope of 
millions of threatened cancer 
victims. Science has given us 
improved techniques in diag- 
nosis and treatment that have 
saved thousands of lives. Your 
contribution to the Society also 
supports Education and Serv- 
ice to the cancer patient. 


AMERICAN 
CANCER SOCIETY 


Mail your contribution to 
“CANCER” in care of 
your local post office 
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ABOUT "COMPANY MANNERS" 


A list of “Company Manners,” to help 
corporations show themselves in their 
best light for public, institutional, and 
governmental appraisal, is being issued to 
its Fellows by the American Institute of 
Management, 50 Washington Mews, New 
York. Copies of the report may be ob- 
tained by writing the Institute direct. 

Forty-four specific admonitions are 
presented in the document, with the ob- 
servation that “No corporation can hope 
to flourish, or win public esteem for its 
products, unless it conducts itself prop- 
erly. It must always be on its best be- 
havior and respect the rights and priv- 
ileges of other members of our society. 
Even the most adroit public relations pro- 
gram can only repair damage if the gen- 
eral activities of the company do not com- 
mand respect.” 

Willingness to volunteer executive 
manpower to emergency government 
agencies is emphasized as one attribute of 
“Company Manners” in the A.I.M. re- 
port. “Every responsible officer of a lead- 
ing corporation should be willing to take 
leave of absence for such purpose,” it de- 
clares. “In understanding such a mission, 
he must subordinate his company’s inter- 
est to the national need and he must even 
favor competitors over his own company 
if by so doing he can procure a better 
product or save money for the govern- 
ment, or a better flow of needed ma- 
terials.” 

Active participation in community af- 
fairs is another hallmark of good “com- 
pany manners,” the management group 


avers. “Although many managements do 
not yet realize this, the public demands 
genuine concern, on the part of corpora- 
tions, for the public welfare. The larger 
the company, the more insistent this de- 
mand. Managements out of sympathy 
with this requirement are out of step with 
the times.” 

Management’s relations with  stock- 
holders, employees, suppliers, and cus- 
tomers are covered in this report. Toward 
the first group the Institute recommends 
recognition that every shareholder is a 
co-employer of the company’s officers, that 
investors in the firm’s securities should be 
hospitably received by a responsible of- 
ficer—not some junior executive—if they 
visit the home office in search of informa- 
tion; that full answers should be given to 
their inquiries, and that quarterly state- 
ments of earnings and assets should be in 
full detail, as opposed to “bare reports 
of sales and net income.” 

“Low dividend years are not the time 
to ask stockholders to approve bonuses 
or salary increases to incumbent officers,” 
the report comments. “A company which 
has omitted dividends on any class of 
stocks during the current fiscal period, or 
whose current dividend is substantially 
below the average for its industry” should 
not indulge in elaborate and expensive an- 
nual reports. 

“Decent management,” the report con- 
cludes, “does not demand significant price 
reductions from suppliers until it is con- 
vinced, and can demonstrate, that cost re- 
duction is correspondingly possible. 


modernefficiency 
plus old-world beauty 


Windsor office furniture will do two 
things to your office. It will add the classic 
grace and luxurious beauty of fine wood 
furniture. It will save you space, money, 
and time through its modern, well- 
planned features. These two things alone 
make the Windsor a valuable asset to 
any business. 


See it today at your dealer. 


oe Be 


At lower cost than you could build them, 
you can buy sturdy, well-finished Corbin 
mail-sorting tables . . . with pigeonholes 
in the right sizes and arranged to meet 
your specific needs. 


Corbin mail-sorting tables are made of 
selected hardwoods. Joints are dovetailed 
and glued. All surfaces are smooth-sanded 
and lacquered. They are shipped to you 
knocked-down, complete with all hardware 
needed for easy re-assembly. 
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“This man knows. how to work” 
> om 
“Joe Martin had called on me several tif a ingforsome of our business. 
Today I called on him to see what sort of an outfit he had. I was impressed. 
His office had an air of quiet efficiency If was pleasant to look at too. 
This man knows how to work . . « how to get things done,” I thought 
Joe's office helped him make a sale that day—it will help him many 
more times because, like a well made suit, it shows Joe at his best. 
‘ Your office can help you to greater success—if you plan it with care. 
“Y and E” office equipment is designed and made to fit an office tnat 

expresses success. It is efficient to use and pleasant to look at. 


a | Also Makers of Quality Filing Systems and Supplies | 
Write for Steel Desk Catalog Ly HY — 
No. 3806. There is a “Y and : 
E” representative in your : 


community. Call him for 
help in planning an effective 
office. 


1045 JAY STREET - ROCHESTER 3,N. Y., U. S. A. 
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Office 


Management 


AND EQUIPMENT 


EDITORIAL 


By Ewing Galloway, N. 
+++ environment of iron-clad rules and unquestioning obedience” 


Command — or cooperation 


March, 1951 


WHO LOVES SCHOOL? Certainly not most of the boys and girls turned out 
into the world each year as graduates of schools of one sort or another, to seek 
jobs in the business world. They have accepted school, or tolerated school, but 
most certainly they have not fallen in love with school to the extent that they are 
glad to discover in the jobs they take a continuance of the tight discipline, the 
“do as you are told” policy, distinguishing most institutions for the training of 
the young. 


Who reading this cannot remember some feeling of dismay on discovering that 
instead of escaping into a adult world in that first office job, he or she was still 
in an environment of iron-clad rules and unquestioning obedience? 


Just as there are schools which know how to win students’ intelligent cooper- 
ation in their own education, so there are offices which have learned to win their 
employees’ intelligent cooperation in the work which the office is set up to do. 
But the average office seems to be dubious of the intelligence, the loyalty, and the 
ambition of the average individual—seems to find it easier to order employees to 
do something and surround them with rules to see that they do it, than to explain 
to them what their job is, where it fits into the work plan of the office, and where 
it leads to—and then rely on the employees to cooperate. 


No enterprise can progress without some degree of discipline, some rules of 
behavior. Where restraints are intelligently based they are respected by intelligent 
people, and the office which wants its work done through cooperation rather than 
mechanical obedience to orders must hire intelligent people, even if they may be 
harder to get and may cost more than the unintelligent! 
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Desk designed by Gilbert S. Underwood for all Government offices. Folding 


slides are shown extended 


FUNCTIONAL FURNITURE 


FORTY-FOUR LEGS in one office! 

Eight on his desk and four apiece on two tables, 
five chairs, a bookcase and a telephone stand. Gilbert 
Stanley Underwood, supervising architect of the Pub- 
lic Building Service, General Services Administration, 
Washington, D. C., started thinking about it one eve- 
ning when he stayed late and the charwoman came 
in to clean his office. He watched her make four strokes 
with the vacuum cleaner around each leg on his desk. 

In the morning he talked it over with his chief, 
W. E. Reynolds, commissioner of public buildings. At 
that meeting the Federal Government version of the 
legless desk was conceived. Its birth and delivery, by 
way of the drawing boards and the cabinet-maker’s 
shop, came later. 

Duplicates, resting on runners instead of legs, will 
gradually appear in thousands of Federal offices 
throughout the land. There will also be legless book- 
cases, files, side cabinets, highboys, and other office 
items, in a new application of the trend which has in 
recent years led to fewer and fewer legs (inanimate) 
in the American office. Specifications for the furni- 
ture are being completed, for competitive bidding by 
manufacturers. 

While they were at it, Messrs. Reynolds and Under- 
wood made other improvements over the type of desk 
popularly associated with Government offices. Only one 
person can get his legs under the average present desk. 
The stenographer, who comes in to take dictation 
from the boss, must sit sidewise and lean over the desk, 
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thus inviting curvature of the spine. A conference 
must often move to a table. Why not combine desk 
and table in the Government’s new furniture? 

The chassis of the new desk is conventional, with 
the familiar two stacks of drawers; but the table-like 
top projects out over the chassis so that, depending 
upon its size, three to seven people can sit around the 
desk with their knees under it. 

Since a seperate conference table is no longer 
needed, the executive’s office can be smaller. This 
means that the building can be smaller, or that more 
offices can be put in the same floor space. 


Desk-high conference table for Government’s new 
functional furniture 
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Desk-high tables and two desk-high combination units combine to form 
large work or conference area 


FOR FEDERAL OFFICES 


The charwoman, with her vacuum cleaner, makes 
one straight stroke along each side of the runners on 
which the desk rests. Result: four strokes against 
thirty-two. When thousands of public buildings are 
involved, this saves time and money in impressive 
amounts. 

The new rectractable wings that swing on a pivot 
and fold back into the desk will hold a dictating ma- 
chine, telephone, letter tray, or typewriter. They swing 
aside handily when access to the top drawer is wanted. 

The new multi-access desk will probably be blond 
in tone. For while it was being built, Commissioner 
Reynolds, on his way back from an inspection trip 


Desk-high unit with four letter-file drawers is another 
useful item 


stopped at Nela Park, Cleveland, to check into some 
“eye-strain”” experiments made there in the famous 
General Electric laboratory. Mr. Reynolds makes it a 
point to be aware of what is happening in the coun- 
try’s leading research laboratories. The Nela Park 
scientists feel that a leading cause of “three o'clock 
fatigue” is the day-long effort of the eye to accommo- 
date itself to white papers on dark mahogany or wal- 
nut backgrounds. 

Thus, by streamlining a charwoman’s task has the 
multi-access desk been created—a blond on runners 
and easy on the eyes. 

(To next page) 


Desk-high unit with retractable doors holds dictating ma- 
chine, telephone, other accessory items 
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Shown here closed and 

open is a combination 

storage cabinet and ward- 
robe 


ar 


Desk unit is shown here 
used as a bookcase 
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(From previous page) different sizes of tops: 60 x 34 inches, 72 x 40 
The advantages of the desk are these: inches, and 84 x 42 inches. 
1. It is a combined desk and conference table. g. All edges exposed to injury from charwomen’s 
2. It eliminates the use of additional tables in the tools are rounded to resist damage. 

2 room by providing retractable leaves at the ends 10. The desk will be equipped with power and light- 
of the desk. The leaves serve as supports for such ing outlets to conduits for telephone systems and 
items as telephones, push buttons, bell boxes, buzzer systems to permit connection into under- 
dictaphones, writing pads, and other business floor ducts out of sight beneath the desk. 
office tools. 11. Each pedestal is locked individually to permit 

. It serves as a receptionist’s and stenographer’s imporant papers in one of the pedestals to be 
desk by providing retractable leaves which sup- kept under lock all of the time. 
port typewriters at the proper height and which 12. The design of a single chassis with various sized 
permit the location of the desk in any position in tops permit universal application of the desk to 
which it can be favorably lighted by outside il- every office purpose. 
lumination. 13. The retractable leaves at each end of the desk 

. It eliminates the individual legs and provides are geared to remain stationary at each position. 
“runners” which support the desk and along On the 60 x 34-inch desk the leaves can be fixed 
which the nozzles of vacuum cleaner implements automatically at any one of three exposed posi- 
may be pushed easily and quickly and without tions. On the 72-inch desk and the 84-inch desk 
injury to the desk. the retractable revolving leaves are adjustable in 
The drawers are interchangeable. two exposed positions. Any leaf which is not in 

. Each drawer is especially designed to do its par- constant use may be retracted out of sight into 
ticular work. the body of the desk. 

7. There is no “belly” drawer. 14. The leaves are calculated to support 125 pounds 
. A standard chassis will be built to support three on the extreme corner. 
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MOLTEN IRON from Cleveland’s pioneer blast fur- 
nace on February 26th “threw the switch” turning on 
an ultra-modern push-button private telegraph-switch- - 
ing center which will speed the flow of messages daily 
between 149 U. S. Steel plants and offices in eighty-six 
cities. The new center replaces a manually controlled 
center which had been in use for many years. 

Orders for steel and other messages essential to pro- 
duction of steel for defense and civilian needs will be 
flashed from the new center, located in American 
Steel & Wire headquarters in the Rockefeller Build- 
ing, to other stations on a 33,000-mile network. This 
communication system, leased from the Western 
Union Telegraph Co., handles 10,000,000 words a 
month. 

The push-button center gets its name from the fact 
that the time and effort of switching an incoming 
telegram to its destination is reduced, by means of 
complex equipment, to the simple expedient of press- 
ing a button. The new apparatus replaces the old 
cord-and-plug type of operation. Fusing of wire by heat from company blast furnace in- 

Through the new system, each message is typed only augrated new system 
once on the typewriter-like keyboard of a teleprinter Pee : ; 
at the originating point and is flashed to the center. 
There an operator observes the destination on a per- 
‘- “ge forated tape, touches the proper button, and an elec- 
tric “brain” flashes the message over a circuit leading 
to that destination. 

Operators, who handle the load of approximately 
5,000 telegrams a day at the Cleveland center, will be 
saved much of the physical effort involved in the old 
cord-and-plug method. 

One feature in thus speeding the service of the new 
center is a master push-button panel by which a tele- 
gram can be transmitted simultaneously to numerous. 
offices and plants in the system. 


Left, above: Harvey B. Jordan, American Steel & Wire 
president, puts new system into action. Left, below: R. M. 
Braund, company comptroller, pushes a button. Below: 
“Remembering machine” astounds teleprinter operator 
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FORMS CONTROL versus 


By BURKE MULDOON 
Vice-President 


Frank M. Knox Co., Inc., Cleveland, Ohio 


FORMS CONTROL 


1. Affects every piece of paper in 
a business. 


2. Reveals the over-all structure 
of all clerical effort. 


3. Qualifies general clerical 
productivity. 


4. Provides the answer to that, 
When, and Where. 


5. Points the way to procedures 
improvement. 


6. Has constant and continuing 
responsibility over every form. 


PROCEDURES CONTROL 


1. Affects only specific forms as 
they relate to procedure changes. 


2. Analyzes specific clerical 
effort. . 


3. Cualifies specific clerical 
productivity. 


4. Provides the answer to iho, Why, 
and How. 


5- Makes procedural improvements. 


6. Limited responsibility of control 
over procedures revision. 


WITH EVER-INCREASING ATTENTION on the 
part of business management being given to the broad 
subject of paper-work, and because of the relative 
infancy of the science of paper-work management, 
there is considerable confusion as to the relationship 
of forms control and procedures improvement. 

To begin with, paper-work management covers not 
only that area of clerical effort generally within the 
province of office management but broadens out to 
include paper-work wherever it occurs within the 
over-all framework of a business. Thus, the sphere of 
paper-work management encompasses manufacturing, 
shipping, and receiving, warehousing, indirect service 
operations, branch operations, etc., insofar as the 
application of forms exists. 


The terminology, “paper-work management,” is 
used because it identifies that part of personnel time 
in an organization which is applied to recording data, 
using the recorded data. and handling these records. 
It matters not where such efforts occur, although gen- 
erally speaking, a majority of this work happens in 
office operations. 

The magnitude of paper-work management makes 
it truly a top-management responsibility. Likewise 
the magnitude of paper-work management necessi- 
tates a well-defined plan of attack if it is to be truly 
successful as well as practical. 
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Forms control and procedures control: a comparison 


Paper-work, onerous as it is to many executives, has 
become part and parcel of the job of doing business. 
It can be, if properly controlled, one of the most ef- 
fective management tools available. On the other 
hand, because of lack of control, paper-work is more 
often than not an annoyance to management. All too 
frequently it is more than an annoyance—it is actu- 
ally a severe handicap to administration because of the 
maze of complexity with which it envelopes routines 
and procedures. 

If it is agreed that paper-work control is essential 
to effective administration, what are the general ave- 
nues of approach to the problem? 

Right here, at the very beginning of consideration, 
two general approaches present themselves: 

1. The procedures attack. 
2. The forms control attack. 

The two, while closely related, are distinctly differ- 
ent. 

Forms are the pieces of paper that record the results 
of personnel effort. Procedures are the chain upon 
which these forms and clerical operations are strung. 
Machines and equipment are the tools with which 
forms are processed. 

Paper-work management embraces both forms and 
procedures. To distinguish the two, consider the 
What, When, Where, Who, Why and How factors. 
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Here is a thoughtful article on an important subject, prepared for Office Man- 
agement and Equipment by the executive of an organization nationally know 
for its work in the control and simplification of its office forms and procedures. 


To begin with, the common denominator of “What 
Happens” is forms. Nothing happens (in relation to 
clerical effort) except to, or by means of, a piece of 
paper. ‘The first step in a paper-work management 
program is to determine what is happening—what is 
being done by all the personnel and equipment in- 
volved. Not the details but rather the essence of what 
happens, is the first objective. 

To find out what is happening, right across the 
board in any organization, an effective classification 
of every form is the answer. It is only reasonable and 
logical that, if nothing happens except to or by means 
of a piece of paper, the correct method of analyzing, 
classifying, and presenting these pieces of paper will 
best disclose “What Happens.” 

Unfortunately, because of the great number of 
forms and the difficulties of classification encountered, 
the usual recourse is to start in with detailed studies 
of existing specific procedures. The weaknesses of this 
“desk-to-desk” procedural analysis method are fa- 
miliar to anyone who has any appreciable procedure 
experience. Days, weeks, even months, may be spent 
in whirling dervish gyrations trying to find out the 
basic essentials of What Happens. 

On the other hand, a full-fledged forms control pro- 
gram will enable the analyst to quickly and easily get 
every piece of paper involved in the procedure. Not 
only that, but more importantly, he will be able to 
flow-chart the continuity of these forms to get an au- 
dited, complete, and simple outline of the whole pro- 
cedure, with an absolute minimum of time being 
spent in the departments involved. 


There are other important reasons why the What 
aspects of paper-work management rightly belong 
in the realm of forms control. But “What Happens’ 
happens to or by means of a piece of paper and is best 
discovered by means of these pieces of paper. 

Next we come to the When and Where factors. 
Once the forms are available for the What factor, the 
When and Where problems are nearly automatically 
solved. When is a matter of continuity that will ap- 
pear on the paper-work flow chart as an item of nat- 
ural sequence. Where is disclosed frequently by the 
form itself; if not, the department or departments in- 
volved will be readily made known by means of the 
forms classification index. 


The Who, Why and How factors are primarily pro- 
cedures questions and constitute the real meat of pro- 
cedures investigations, with emphasis on the Why. 
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A. Devaney, Inc., N. Y. 
Many ingredients go into “What Happens” 


Too commonly, far more time is spent in getting 
the ground work of What, When, and Where, than is 
devoted to the Why and How together with the re- 
sultant application of improvements. 


The reason for slowness of accomplishment in many 
a paper-work management program is frequently this 
very lack of distinction between the two components: 
forms control and procedures control. 

The general limited concept of forms control and 
the general lack of techniques in establishing a forms 
control operation limit the program to perfunctory 
investigation for obvious duplication, some redesign- 
ing of forms, some procedures work in relation to so- 
called important forms, and, too often, a tendency to 
think of internal reproduction as the whole answer. 


Actually a large part of so-called procedures work 
produces results of a forms control nature, and these 
results would have been accomplished far more easily 


(To page 62) 
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By Ewing Galloway, N. Y. 


First, the new employee must be put at ease 


suggestions on BREAKING 


By ARTHUR R. PELL 


Assistant Personnel Manager 
North Atlantic Constructors, New York 


THE PERENNIAL PROBLEM of breaking in new 
help has harassed supervisors and office managers for 
ages. It consumes hours of valuable time, wears out 
the patience of otherwise stable individuals and dis- 
rupts office routine. The new girl seems impossibly 
stupid and it appears she'll never learn the job. 
Meanwhile the work just isn’t being done. 

Scientific training procedures have long been in use 
in factories. If some of their principles were applied 
to the office situation, much time, energy, and aggra- 
variation would be saved. Let’s see how it works out 
in actual practice. 

*First it is essential to break down the job into its 
component parts. This can be done by a formal job 
analysis or by an informal study of each job. Then 
the duties of the employee should be taken from this 
analysis and listed on the training timetable (see il- 
lustration). The amount of time allowed for each 
item should be entered in the proper place. How 
much time is needed for training for each specific 


* For the purposes of this article we are concerned with teach- 
ing a specific job rather than the general induction or orienta- 


tion which normally precedes specific job training. —A.R.P. 
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duty can be determined by experience with the spe- 
cific job. 

It is important at this point to determine who will 
teach the new girl. Not every person qualified to do 
the job is a good teacher. Many supervisors are not 
capable of instructing. In large firms a special in- 
structor may be employed to teach the new employees. 
But in the smaller companies, this may be imprac- 
tical. To insure proper training, we must train our 
supervisors in the proper methods of teaching. 

The good instructor must be patient, intelligent, 
and enthusiastic. Nothing can ruin a training pro- 
gram more than a dull, boring person. In selecting 
the one to handle the instruction, it is wise to pick 
someone who is interested in the work, personable, 
and keenly aware of the importance of his job. He 
must then be coached in the fundamentals of good 
teaching. 

The new employee must be put at ease. Show her 
where she is to work and make her physically comfort- 
able. Explain the entire operation to her, tell her 
what she is to do and, generally, how to do it. It is 
important to get ber interested in the work. This can 
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SUBJECTS 


Eroecessing Con’ ; 
Insurance 5 ; 


Delinguent Accounts _ ft i 


‘ Credits 
Koutine Inquiries © 


Filing System 


Training Time Table. Figure in box shows number of hours scheduled; blocked-in box shows work completed 


IN THE NEW GIRL 


be done by showing her the relationship between her 
specific job and the function of the company. In a 
credit company, for example, the clerk should be 
shown how collections would be impossible were it 
not for the records she is to keep. 

Next, present the actual operation, (e.g., how to set 
up the records). In doing this, explain carefully what 
is to be done, stressing the key points around which 
all the other job factors fall. As you explain, demon- 
strate by doing the job yourself. 

Do not go on to the next point until you are sure 
the trainee has mastered the previous one. And tell 
the trainee why each step is taken. When an employee 
understands the reason for an operation, she will learn 
it faster and retain it better. 

Recently, a new employee misfiled a large group of 
records because she had forgotten one principle of our 
filing system. In checking, I discovered the person 
instructing her had failed to explain the reason for 
this principle. Once the reason had been made clear, 
the new girl never again had trouble with the files. 

The next step is to have the clerk do the job her- 
self. As she does it, have her explain what she is doing 
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and why. Correct any errors. Let her do the job 
again, explaining the key points to you. This should 
be continued until you are confident that the clerk 
knows the job. 

The girl should then be put on her own. Before 
doing this, however, the instructor should specify to 
whom she should go for help in case something is not 
understood. Follow up from time to time, gradually 
tapering off when the clerk is thoroughly trained. En- 
courage questions and always try to answer them. 
If you can’t, don’t bluff; try to find out the correct 
answer and give it to the trainee when you do. 


An instructor should never use sarcasm or make 
fun of the errors made. This will cause resentment, 
interfere with the learning process, and possibly 
cause a feeling of antagonism on the part of the new 
employee not only against the instructor but against 
the firm. Always praise good work; criticize bad work 
in a constructive manner. 

By utilizing these scientific principles, which have 
proved so successful in factories, you can save time 
and worn nerves, reduce turnover in office help, and 
assure proper understanding of the job by everyone. 
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BUSINESS FIRMS, hospitals, schools, libraries, farms, 
churches, and Federal, State, and local agencies may 
now use defense rated (DO) orders for purchasing 
maintenance, repair, and operating equipment and 
supplies. 

Under Regulation 4, issued by the National Produc- 
tion Authority February 27th, any such organization 
can issue its own priority ratings for procurement of 
such MRO equipment by merely identifying all cov-. 
ering orders as “DO-g7, Certified under NPA Regu- 
lation 4.” These ratings must be signed by the person 
making the purchase. The directive, which replaces 
Regulation 2, applies to big and small companies 
alike and permits purchase of minor capital additions 
as well. 

The National Stationery & Office Equipment Asso- 
ciation, has been told by NPA that DO-97 ratings may 
be used for buying all office equiment and supply 
items. 

Use of the ratings is optional, but governed by 
Regulation 4. Briefly, this means: 

1. The rating may not be used to purchase major 
capital items or material used in or incorporated into 
end products. Minor capital items may be purchased 
if the total cost for any one such item is not more than 
$750. 

2. Purchases during any calendar quarter are limit- 
ed to one-fourth of the firm’s total MRO dollar pur- 
chases during 1950 (or the fiscal year ending nearest 
to December 31, 1950). However, to provide for sea- 
sonal needs, quarterly quotas may equal amounts spent 
in the corresponding quarters in 1950. 

3. Once a firm uses a DO-97 rating, even on a single 
occasion, it must limit all its MRO purchases in ac- 
cordance with Regulation 4. Thus, even purchases 
made without use of the rating miust be charged 
against the firm’s quota. 


PUNCHED CARD SYSTEMS 
“PUNCHED CARD SYSTEMS in the 
Modern Office” is the title of a three-part 
feature for office executives beginning in 
the April issue of this magazine. 

Author of this thorough-going dis- 
cussion of the use and potentialities of 
a modern office tool is W. P_ Livingston, 
assistant vice-president of Bankers Trust 
Co., New York, widely-known authority 
on this subject. 


OFFICE MANAGEMENT AND EQUIPMENT 


Business gets DO rating for 
MRO NEEDS 


4. Firms which began operation during 1950 may 
purchase, during 1951, the same amount they did last 
year. Those which started after December 31st may 
buy what they need, up to $5,000 a quarter. 

5. Small businesses may, without regard to quota 
restrictions, use DO-97 ratings for MRO purchases up 
to $1,000 a quarter. 

6. If quotas prove too small, applications for an 
increase may be filled with NPA. 

7. Records of all DO-g7 purchases must be kept for 
the duration of Regulation 4 plus two years. 


A DO-97 carries the same priority value as other 
defense rated orders, including those issued by the 
armed services, and is equally extendible. 

More information regarding the regulation may be 
obtained from U. S. Department of Commerce field 
offices. 

The new DO-97 rating is intended to maintain at 
peak efficiency the nation’s existing equiment for the 
production of goods and services, according to Manly 
Fleischmann, Administrator of the National Produc- 
tion Authority, U. $. Department of Commerce. 


“Under this program,” Mr. Fleishmann said, “all 
establishments in the United States—warehouses, fac- 
tories, retail and wholesale stores, service shops, farms, 
hospitals, schools, libraries, churches, Federal, State, 
and local governmental agencies—may, when neces- 
sary, use a priority rating to procure equipment and 
supplies for maintenance, repair, and operation of 
their present facilities. 

“Many business and industrial firms, educational, 
health, welfare and public service institutions are at 
present having great difficulty in obtaining the mater- 
ials and equipment necessary to continue in full oper- 
ation at a time when more and more materials are 
being used to build new facilities. 


“We cannot let the need for materials and equip- 
ment to build new facilities interfere with the main- 
tenance of existing capacity. We can afford a few 
pounds of metal today to keep a machine running 
rather than several tons tomorrow to make a replace- 
ment machine. And this way we avoid the loss of 
production and employment that would result if we 
allowed our present equipment to fall into disrepair. 

“It is essential that the nation’s present production 
and service facilities be kept in good repair so that 
they can operate at the maximum rate consistent with 
direct defense requirements. The purpose of today’s 
action is to make this possible. It is vital that we 
maintain a strong civilian economy while we go ahead 
with the job of rearmament. It is believed that the 
MRO program will not interefere in any manner with 
the defense program because the materials required 
constitute a small percentage of the total supply.” 
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Systems (and procedures for the 


Wartime Office 


By JOSEPH G. NAGRO 
of General Foods Corporation, New York 


President, Systems & Procedures Association of America; Chairman, Advisory Com- 
mittee, Systems and Procedures Program, Management Institute, New York University 


Final article of a series 


AFTER considering the time sequenct breakdown and 
doing your over-all planning, the one important thing 
which remains to be done before anything can start 
is the setting of a decision time table. Naturally, there 
will be many things in your general plan which will 
require additional study before an official decision 


- can be made. There is one point which I would like 


to make in this connection—don’t postpone these de- 
cisions any longer than absolutely necessary. To do 
so will defeat the purpose of all your planning, since 
it will block further preparation to cope with future 
conditions. 

How long can basic decisions be safely deferred is 
a question which no one can answer in advance. 
However, we can look at the experience of large 
companies in England prior to the start of World 
War II. One large insurance company I know of 
started its planning at least two years prior to the 
start of actual hostilities in 1939. Its plan was to de- 
centralize to the extent possible and operate a large 
part of its business from ten or more units comparable 
to head offices. The remainder of the top-level work, 
not so decentralized, was handled by a central staff 
which remained in London until just before the 
bombing started, at which time they withdrew to an 
office not too far distant from the city. Because of ade- 
quate advance planning, this large scale change was 
accomplished with a minimum of complication and 
the new central office began to function efficiently a 
few days after it reached its new quarters. 
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While this whole move went off with little trouble, 
there had been plenty of headaches involved in its 
advance planning. Some plans previously made had 
to be changed due to government requisitioning of 
buildings and equipment, the movement of _person- 
nel was complicated, etc. It is also worth noting that 
even with full methods planning, the cost of oper- 
ating under such a decentralized set-up remained 
significantly higher than under the original London 
operation. Without good methods planning, it is difh- 
cult to measure how costly in time, money, good will, 
and other competitive advantages this would all have 
been. 

However, the point to keep in mind here is that 
the company needed the full two years to perfect 
its plans, but when that period was ended it was 
ready for the emergency. It is difficult to estimate 
the good will which was engendered by the ability 
of the company to fulfill its public trust, by prompt- 
ly and accurately paying off its claims, making policy 
loans and otherwise continuing its service. 

Once you have your decision schedule agreed 
upon, the remainder of the problem may safely be 
left in the hands of your systems staff to work out, 
provided you have arranged for a staff of sufficient 
size to do the job. Working from the basic plan 
and using the blueprint as a guide to detailed think- 
ing, they will bring up the subsidiary details and 
in general keep you in touch with how the over-all 
job is working out. (To page 62) 
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New Offices for | 


American Institute of Baking 


Above: architect’s model of new building 


Upper right: Dr. William B. Bradley, scien- 
tific director of Institute, in his new office 


Right: walls of contrasting colors add interest 


in almost all offices 


Below: office of Howard O. Hunter, Institute 
executive vice-president 
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Part of the offices of Institute’s Department of Bakery Sanitation 


OFFICE FACILITIES of the new American Institute cially since the majority of working areas were to 
of Baking Building in Chicago were made to order have no outside light. On further study of the areas, 


for maximum working ease and efficiency. how they were to be used, and by how many, the need 
As the scientific and educational center of the bak- _ for soundly applied color was even emphasized still 
ing industry, the A.I.B. is charged with handling con- _ further. Consequently, the entire building carries a 
tinuous research and training in baking technology. note of friendliness, warmth, and comfortable ar- 
The layout of this ultra-modern three-story struc: | Tangement important to the scientific activity of this 
ture was designed for complete coordination between particular group. . 
departments. The ground floor includes the execu- Where possible, two colors were used within each 


tive and school offices as well as the receptionist’s area on walls alone. In some cases, leathers, fabrics, 
office. General administrative offices are located on floor coverings, and accessories were introduced to 
the second floor. The top floor is devoted exclusively match identically the pigments used on walls, at the 


to research laboratories. same time blending new and subtle additional colors 
Upon introduction to the job, the interior designer _ into the furnishings. Of course, to achieve sufficient 
immediately recognized the need for sound applica- understanding of the individuals and their specific 
tion of color to avoid any psychological or physio- assignments, the designer spent many hours in consul- 
logical neglect of the occupants’ requirements, espe- (To page 64) 
In conference room Flexibility for large meetings 
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NOW WE COME to the second of our two playlets, 
3 in which (in the role-playing technique) two ways of 
_ handling an employee’s grievance are shown. 

ie As explained in last month’s installment of this ar- 
ticle, the scene of both playlets is the office of a me- 
dium-sized insurance company in a medium-sized city. 
There is a steno pool employing about twenty girls, 
with of course a supervisor over them. 

Two years ago the company hired several girls fol- 
lowing graduation from the local high school. Two of 
these girls were put to work in the steno pool. Now, 
two years later, one of them has been promoted to a 
secretarial job. The other girl, aggrieved, goes to the 
supervisor to find out why she did not get the promo- 
tion. 
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Firing may be a reflection on your training system 
By Ewing Galloway, N. Y. 
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ee By JULES M. GRAUBARD 
‘i Personnel Administrator 
Chase National Bank, New York 


Final article of a series 


Last month we saw dramatized one way of handling 
the situation. Here is another way of doing it, fol- 
lowed by an evaluation of the two methods by mem- 
bers of the audience and myself: 

NOTE: In this second playlet, Miss Anna Bardes, of 
the United State Life Insurance Co., played the part 
of the supervisor, with Miss Helen Herslow, of the 
National Electrical Manufacturers Association, play- 
ing the employee. Miss Herslow played the employee 
in the first playlet also. Miss Ethel Bendixen, Assis- 
tant Professor of Secretarial Studies at New York Uni- 
versity, played the supervisor in the first playlet. 

Mr. Grausaro: All right; we will open up the next 
interview using another “supervisor.” 

Supervisor: Good morning, Miss Jones. You wanted 
to see me? 

Emp.oyee: Yes; I certainly did, Miss Smith. I mean 
I am just so upset about something that has happened 
and so burned up. You know Margaret Johnson in 
the department? 

SUPERVISOR: Yes. 

Emp.oyee: And you know that we both came in two 
years ago, and, as a matter of fact, I heard about the 
opening first and told her, and I got her in, really. 
Now I hear that she has gotten that wonderful secre- 
tarial job out in the sales office, and also I heard that 
she got a raise, and a big one. The girls told me, and 
I heard enough of it to know—I guess it must be so. 
It just seems so unfair. I can’t understand it. 

Supervisor: I can see your point, of course, but, you 
see, this job has certain qualifications necessary that 
we just didn’t think you had. 

In the first place, you had to be an excellent, accu- 
rate stenographer, and while your stenography is good 
—I must admit that—it just wasn’t good enough for 
the job. 

Empvoyeer: But, Miss Smith, I am much faster than 
she is. I know because—well, the girls have even 
watched it! I know I am much faster. There isn’t any 
question about it. 

SuPERVisoR: You may be faster in taking it down, 
but I have found that you have difficulty transcribing 
occasionally. Down here, of course, you have somebody 
to help you out when you get into trouble. Up there, 
you wouldn’t have that. You would be completely on 
your own. In fact, I don’t think you could handle it. 
Of course, there are other things beside that. 

EmpLoyee: Miss Smith, I wish you could show me 
how she is better than I am. 


Supervisor: Well, we all have different capabilities, 


March, 1951 


ve "is oa ag = 7 r t 
a wy 
7 a S 
a Fi E 
ie 
at a 
an pe 
eae c 
Vet 
LL 
iy 
s 
a 
He 
= 
<i 
ea 
wie ws 
“ia ee 
5 _— aa Fe 
a ae 
— ve ta} a ay 
ih rat et ae : a , 
a By i ‘Ss v3 
— oa £ r 
ioe J r ; > : 
man ‘ 3 Ge am ‘: ‘ ; . 
‘ea ae r : P -. se 
. oe - <a 4 ae ne 3 Pa 
Tae = % . 4 } So ees “ 
id ‘ —e q : ° 36S oe P . ae kom Abe: 
jl ay , 4 tll t : . tina > ae Pe 
Pe ae: : 3 é J % nea di ; 
Mere " ea : : a - . si ei 
~af : : a : =. o Y bs PS ee f - aa aie 
¥ ; : ; = . r 4 ; ae ee Pm, 2 eo 
Bs 5 Tet * “4 ee Sy 
3s Fr Y | . ae 
Ory: ae a ~~ » 8 ct a ee is mm 
Shae.) ) Mea tS elt i 
aa : ‘| | F ey ch ie a : 
fe ad . ee ern a ‘ ‘a ie Pe 
. ee . ae 
~ 2» Gy eB 2 c ; os Se 4 
¥ ‘ ra Ps: id , ie #2: =! * 
ole : ‘co a es Sa 
Pe .* & 3 a8 : 
oe as P F. %. 
Le 2 ; al =a » : Xie 
ee ‘ 2 - . * > a a 
i ig (ff && ~ i 
a | cy See Gh... 
| ae % : ee a a a pial saya pi is 3 + 
Sees a a Ce re: Z: ‘ ; . 
eRe a in ; . ae | 
aa { : a on << 7 i al 4 
. DS ae ae ae hd -_ 
eee 7 Sy hes 4 : * 
, j a a a ai ; 
— a — 4 
a aa $ » q 
ao a 
Sa 
ae Ps a 
Ae a 
a 
y "My 
= 4 — 
me oie rt 
° Se ae ie 
o : . 
* i ae ; “7 EF 
peer eet : oes a a See ois — Jee ati EE Ca 
eee a 4 i 7 a a = aes. ee cone as eal ey ee 


me 


es,. 


51 


OF OFFICE EMPLOYEES 


Final installment of notable Office Week Forums address at the last 
National Business Show during Transcription Supervisors Association session 


you know, Miss Jones. Some people learn very quickly 
and some take a little more time. One of your difficul- 
ties is that you get rattled when you have more than 
you can handle. I have noticed it here. You will re- 
member when we discussed your rating, you admitted 
that you lacked confidence in yourself. You are not 
sure of yourself yet. I think that is something that you 
are going to learn in time, but you can’t handle it yet. 

You see, this is a very heavy job, and it would re- 
quire a lot of overtime. That is something you don’t 
like. 

Emp.oyee: I know, but, Miss Smith, look at how 
much more work I do; and, another thing you don't 
know about Margaret is that lots of times when you 
are out of the room, she relaxes on the job, just stops 
cold, and I keep right on going every single minute. 
Doesn't that count for something? You said there was 
a lot of work in the job. 

Supervisor: Well, that is true, but, you know, while 
we are interested in having you girls advance—we like 
to see you get ahead—we don’t want to put you in a 
job that you can’t handle, and, frankly, I don’t think 
that temperamentally you are suited to this job. 

Emp.oyee: Well, I think that it is rather because 
you just like her better. I have noticed that sometimes 
you stop at her desk and talk to her, and you never 
do to me. Maybe it is just that you like her better. 

SupPERvisor: Can you honestly say that I have done 
anything for her that I have not done for you? 

Employee: Well, she got this job (bursting into 
tears) . 

Miss Smith, what makes it so hard—I mean—we 
live on the same block and we go to the same church 
and we have the same friends, and she goes around 
with her head up in the air. Everybody thinks | am 
probably a dope. What have I got to look forward to? 

SuPERVisoR: You see, you are not separating your 
business from your social life. What you do with her 
‘socially has nothing to do with your job. If you suited 
this job, you would have gotten the job, but, quite 
frankly, you couldn’t handle it. 

Employee: Well, I guess I will just have to take 
‘your word for it, Miss Smith, but when is there a 
«chance for me to get a raise? 

Supervisor: I don’t see any reason why you 
‘shouldn’t get a raise when the opportunity comes 
around. You know, we give periodic raises, and when 
I discussed your rating sheet with you, your rating 
just didn‘t come up. Your record on punctuality is 
‘poor. You have a poor attendance record. All those 
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“Watch your spelling! He spanks for mistakes” 


things, you know, add up when it comes to raises. 

Emp.oyee: Well, if 1 do something about my late- 
ness, would you consider me again? I mean, there will 
be a chance some time? 

Supervisor: That will certainly make a difference. 
I explained that to you before. 

Emp.toyee: All right, Miss Smith; thank you. 
(Applause) . 

Discussion 

Mr. Gravusarp: Thank you very much. Now, you have seen 
two methods. One “supervisor” didn’t know how the other was 
going to handle it. May I point out that if we had had twenty 
people, you probably would have had twenty different solutions 
to the same problem. I would like to throw the floor open to 
any questions you may have. First, I think it is only fair to ask 
the participants if they have any comments about the way this 
thing worked out. Miss Bendixen, do you have anything to 
say about it? . 

Miss Benpixen: I am sorry I didn’t play my role a little 
better and keep from laughing when the girl broke into tears. 

Mr. Grausarv: Miss Herslow, how do you feel about it? 
Dndn’t Miss Herslow do a good job? (Applause) 

Miss Herstow: All I can say is, mine was the easiest part. 

Miss BaArpes: I just would like to say that in an actual sit- 
uation, of course, you would be more apt to know what a girl 
would ask you and you would know exactly why she hadn't 
gotten the promotion. 

Mr. GrausBarD: Provided you were prepared and provided 
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you kept adequate records, but in a life situation, this girl isn’t 
going to give you two days to prepare your talk. She is going 
to say, “Are you busy now?” You are not, and—bang! There 
it is, and there go the tears. One value of this method is, is that 
you are bringing the life situation into the classroom. 

There is something else that went on here that is very im- 
portant. Each and every one of us listening to the demonstration 
lived through this experience vicariously. We have all taken a 
part, and we have all tried to make our own decision in this 
matter. You are not just being told. You are participating ac- 
tively in this. How about some comments now from the au- 
dience? 

From Avupience: The approach of the last supervisor, it 
seemed to me, was a little too brusque. 

From Avuptence: I think I can explain what the lady in the 
rear means. It occurred to me, too. The first supervisor actually 
did not dwell on the fact that this particular opening that the 
girl had received was one which might not open later on. The 
first supervisor said the girl who got the job might get married 
and the job might open up for her. The second supervisor def- 
initely stressed not one, but two or three times, that this girl 
was not qualified for the job, thus more or less taking out of 
consideration of the employee the fact that she could ever get 
that job, then or any other time. I don’t think that was partic- 
ularly the situation, and I think it would not be in many cases, 
in an actual office. 

Mr. GrAuBARD: But, do you see, if there was a clear-cut 
policy on promotion there, the supervisor wouldn’t have been 
so much in a hole. 

From AUDIENCE: Quite true. 

Mr. GrAusarp: You can’t just train supervisors; you may 
also have to change an organization staff. 

From AupIENce: One thing I would like to comment on is 
the contrast between the two. I was much more impressed by 
the second on one particular point, and that was that here was 
an employee of two years’ standing. Even today, when help is 
very scarce, you don’t keep a girl in your department two years 
if her work is completely worthless without telling her about it. 

The first supervisor, in discussing it, said, “In your progress 
reports, I notice so-and-so.” She never once commented on the 
fact that she had discussed it with the employee and pointed out 
her shortcomings and given her some sort of warning that she 
should improve or she couldn't tolerate her in the department. 

The second supervisor pointed out that she had discussed her 
rating, and she pointed out that while she was a fast worker, 
she was not particularly efficient—was even rather slovenly in 
her work. 

Another thing I was wondering about was the fact that the 
first supervisor mentioned that she frequently took too much 
work, Don’t you think that is as much a supervisory problem 
as it would be a problem on the employee’s part? Should you 
permit people to continue to take more than they can do and 
therefore bog down your day's output? 

Mr. Grausparp:] have an answer to that, but my answer 
is only as good as any one that you could give, and I see no 
reason to burden you with it. 

From Avuptence: I was thinking, too, that in both inter- 
views, the girl was told that she lacked something—she ob- 
viously had a shortcoming—but if I had been that young lady, 
I would have gone back to my desk, and I wouldn’t have known 
where to start to do one thing about my shortcomings. There 
was no program, no attempt to instigate one. I think, having 
worked without getting the job, she had shortcomings. She 
can’t recognize it herself. I think a program was called for. 

From Avupience: Each of us attempts to evaluate what we 
see, based upon our training and experience. I, for one, would 
like to find out from you which one you think was better, and 
why? 

Mr. Grausarp: I am glad you asked that question. Before I 
answer it, there is a gentleman who wants to comment. 

From Avupience: Before you answer that, is it true that there 
were certain situations which you, as the training leader, estab- 
lished in each of the two presentations to be sure that each 
would present a certain pattern? 

Mr. Grausarp: Of course, I wouldn’t give you a situation 
that had no problems. 

From Avuptence: By that I mean, you wanted one of them to 
do certain things correctly. 
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Mr. Grauparp: No, I did not. We didn’t tell them how to 
work. No; this is their own contribution. But let me answer his 
question. The question, as I heard it, was, what is the right 
answer? How would I do it? é ’ 

That happens to be just the very thing we want to avoid. 
We have in this room, ladies and gentlemen, about 2,000 years 
of combined supervisory experience—supervisors with all sorts 
of training and background and skill. Do you think that I would 
have the audacity to try to compete with that? Don’t you see 
that we are too concerned with this matter of an authority tell- 
ing you, “This is the way to do it”? 

The way to find an answer is by having everyone in the 
group, from the teacher down, put skill and experience to bear, 
so that the lines are not just working this way, but they are 
crossing every which way, and you are learning from one an- 
other, and I am learning, too. As soon as you, as a supervisor, 
think you have handled the problem as well as it can be handled, 
retire—get your watch and go home! (Applause) 

It is very hard to be a training leader, because you are so 
anxious. You, too, want to contribute, and one of the things 
you want to practice is the reserve of not sounding off even 
though you could put them on the right track that much faster. 
These people must learn to participate. I am not going to be 
with you the rest of your lives. No trainer is. The point is not 
to make little Graubards out of you; it is to make better people 
out of yourselves. That is a very basic situation —this question 
of what is the right answer. We are still searching for the , 
“right answer.” We know that it is in this general direction. 
But where it actually is, we don’t know, and the answer that 
I would give you today, ladies and gentlemen, would not be the 
answer that might be good tomorrow. The only things that we 
can give you are principles of workmanship. 

Will you ever have a problem like this again? Never! Will 
you have other problems that concern themselves with the same 
principles? Yes, you will. How the problem comes out is not 
important, principles are. I could give you just dozens of little 
cases—simple ones. We spent an hour and a half in one class 
about two weeks ago on just the problem of a girl who was 
sent down from a department because the girls didn’t want to 
work with her because she smelled. Everybody said, “It is sim- 
ple; just tell her.” You show me how to tell her! (Laughter). 
It is a tough one, and there were about twenty different an- 
swers as to how to tell her. 

Are there any other comments? 

From Auptence: I would like to make one comment. In both 
cases, it was obvious to me that the poor devil sitting in the 
private office didn’t have any choice in the matter. 

Mr. Grausarp: Thank you; I don’t think I need comment on 
that. Did you want to comment on that? 

From Avupience: Whether or not the first or second treat- 
ment was the correct one, it seems to me it would not appear un- 
til a year from now, when we see what happens to that girl on 
the job. 

Mr. Grausarp: And in many of our psychiatry treatments 
and counselings, when the doctor says, “Fine, son; you are 
cured,” a week later he may go out and kill his teacher at Yale. 
He was cured for a week. The question is, how durable is the 
solution? How will that hold up a year from now? Is there 
anybody else? 

From AvuptENcE: I would say that both parties went too 
much along the lines of what I would call the negative attitude. 
They both took for granted that this girl was not satisfactory. 
I think they possibly could have played up what I would call 
the affirmative attitude. They could have said, “It was a very 
close choice between the two of you, and it took a great deal 
of deliberation on our part before we made a decision, and next 
time a job comes up, you will be most favorably considered.” 
In that way, the girl would go away happy. 

Mr. Grausard: Who should have done most of the talking? 
The employee or the supervisor ? 

From AupIENCE: The employee, in my opinion. 

From AupiENcE: The employee should have done more than 
she did. 

Mr. GravuBarp: But she had to be given the opportunity to do 
that. In this situation, who did most of the talking? Was it the 
supervisor or the employee? It was the supervisor. As a prin- 
ciple of approach, we would say that is wrong. 


(To page 68) 
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mn PAPER FOLDER 
e the a 12-inch model, is currently offered by the Miller- 
it we Trojan Co., Inc., 1083 West Main St., Troy, Ohio. 
; This model will fold bond, ledger, book, coated or 
Will uncoated stock at the rate of 19,000 per hour. It 
same is a 3-pan style, making a variety of 12 distinct types 
; not of folds possible. Can be adjusted from 2!/2 x 3 
little minimum to 8!/, x 15-inches maximum. Driven by a 
class 1/10 h.p. motor, unit has side guards of cast alumi- 
on num. Feeder, stacker, and fold pans are chrome 
so plated. The rest of machine has an attractive grey 
af wrinkle finish. 
ter). 
} an- 
RELAXIN-EEZ 
both is the name given this executive's chair by the Mid- 
1 the west Furniture Co., Sheboygan, Wis. This chair fea- 
; = tures a patented spring construction which allows for 
it on ay } re x of instant adjustment to any reclining position without 
= ~; the use of levers or buttons. In upright position, it 
are looks and is just like any fine leather chair. Matching 
ottoman is also leather-covered. No rope ties are 
Posil used. The pieces will retail from $395 to $495. Full 
rl on particulars from the company direct. 
nents 
| are 
Yale. 
s the TAPE DISPENSER 
there a new, heavy-duty type for use on store counters, 
; is announced by the Minnesota Mining & Mfg. Co., 
- too St. Paul, Minn. The all-metal dispenser has a grey 
tude. enamel finish with chrome trim. Complete unit weighs 
tory. 4'% pounds and is priced at $3.95, without tape. 
call Designed for use with large, 2,592-inch rolls of Scotch 
very brand tape, disp will date widths up 
deal to I-inch, 
next 
red.” 
ing ? TAPE RECORDER 
recently added to the line produced by the Webster- 
Chicago Corp., 5610 Bloomingdale, Chicago, re- 
than cords at both 33%, and 7!/2-inches per second. Thus, 
a spool recorded on it is interchangeable with all 
10 do other tape recorders. The unit operates at two speeds 
t the in both forward and reverse positions. At the slower 
; speed, it will record up to two hours on a single 
es reel without having to turn the reel over. Designated 
as model 210, the machine is portable, weighs 40 
pounds, and will retail for about $179. Operates on 
alternating current. 
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WALNUT SMOKING STAND 
named the Smo-King No. 18, is the latest produced 
by Smo-King Products, 602 Wythe Ave., Brooklyn, 
N. Y. The all-purpose smoker, made in solid ma- 
hogany, is 24 inches high, has a 10!/2-inch base, a 9- 
inch tray, and an 8-inch amber glass. Packed set up 
in individual cartons, the unit weighs 8 pounds. 


PLASTIC BINDER 
trade-named Bind-All, is new from the Collier Mfg. 
Corp., 430 West Grant Pl., Chicago. Made of flex- 
ible Vinylite, the binder is fully transparent, cannot 
crack, burn, or deteriorate. Publications are held 
in place by two connecting rods which fasten into 
coil spring mountings. Available in sizes to fit stand- 
ard publications or tailor-made to any specifications. 


TAPE DISPENSING MACHINE 


one that electrically disp d tape auto- 


matically in lengths from 2 to 40 inches in '/2-inch 
multiples, has been introduced by Moco Products, 
Inc., 3347 Addison St., Chicago. Trade - named 
Lectromatic Taper, the device is also available with 
an electric foot switch which frees operators’ hands 
for faster wrapping. Entire unit weighs 20 pounds, 
occupies bench space of 8 x 18-inches. Made of 
aluminum with stainless finish, it operates on 115 
volts, 60 cycle current. 


DUTCH DUPLICATOR 

the Presto model X, is being introduced currently to 
the American office by Mid-Continent Sales Co., 
111 West Jackson Blvd., Chicago. Made in Hol- 
land, the stencil duplicator's features are said to 
include a closed drum that is removable for color 
printing; automatic feed; a collapsible receiving tray, 
and a semi-automatic inking brush with individual 
operating handle. Machine uses a standard 4-hole 
legal size stencil, and takes paper from post cards 
to legal size. Has a full 8-inch printable width. List 
priced at $45 f.0.b. Chicago, plus excise tax. , 


MASTER TAPE 
being introduced by the Master Adresser Co., 6500 
West Lake St. Minneapolis, has typing outlines 
clearly printed on it. These indicate to typist exactly 
how and where to space names and addresses on 
the address roll. New tape has guides for 2, 3, and 
4-line addresses. 
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new things in the news 


NEW FURNITURE POLISH 
which requires no rubbing, is being introduced by 
the makers of Johnson's Wax, S. C. Johnson & Son, 
Inc., Racine, Wis. Called Pride, the new polish is 
based on the same principles as Car-Plate, the John- wa 
son 20-minute liquid automobile wax. A liquid, it 
is applied with cloth, allowed to dry until a thin haze H 
appears, then wiped lightly. It gives a high gloss ee if Q 
that lasts for months, the company claims. It not S| anes pugmerunt 
only removes grease from furniture, but other stub- WOUT Re | 
born stains as well. One bottle, retailing at $1, is 
enough to wax the furniture of many rooms, says the 
maker. 


POSTING TRAY 

made of aluminum with grey baked enamel finish, is 
introduced by the Intasco Corp., 3201 West Carroll 
Ave., Chicago. A simple finger pressure opens locked 
tray to form a posting “V" with front and back of 
tray at correct sloping positions. Special spacers pre- 
vent cards from slipping, "creeping" and crowding. 
These Norfield trays are available in three sizes of 
card widths: 6 to 8, 8/4 to 10/2, and 11'/4 to 15 
inches. Each tray accommodates 1,000 cards. Small 
model is priced at $43.50; medium at $45.50, and 
the large one at $46.50. 


MAIL SORTING TABLE 

made in a variety of sizes, with pigeon holes for 
letters or packages, is offered by the Corbin Cab- 
inet Lockwood Products Division of the American 
Hardware Corp., New Britain, Conn. Made of se- 
lected hardwoods, smoothed and lacquered, the tables 
have glued and dovetailed joints. Tables are shipped 
knocked down with all necessary parts supplied. 


ELECTRIC KEYBOARD NOTCHER 


a new, front-feed type that handles an average of 
1,000 cards per hour, notching all four sides, is an- 
nounced by the Charles R. Hadley Co., 330 North 
Los Angeles St., Los Angeles, Calif. The machine, 
about the size of a typewriter, is used in conjunc- 
tion with Hadley Uni-Sort cards, a method of getting 
immediate data for labor cost distribution, order 
analysis, inventory control, and other business con- 
trols. As many as 36 notches can be selected on 
the keyboard, activated with one operation and re- 
tained for repeating. Keyboard is arranged in alter- 
nating color bands to aid visual selection. 
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MODERN GROUPING 

of chairs specially designed for use with modern 
wood and steel desks, is announced by the Taylor 
Chair Co., Bedford, O. Both chairs, model 4807LA 
at left, and model 4807!/LA, at right, have uphol- 
stered leather arms. The company says they are 
“serviceable chairs that men like.’ They have neat- 
ness of style without “fussiness." 


DUPLICATING MACHINE 

the Rex-Rotary model M-2, is now being offered by 
the Rex-Rotary Distributing Corp., 128 West 23rd St., 
New York. Hand-operated, this model works on the 
twin cylinder and silk screen principle, thus enabling 
a quick change of colors. Compact, the machine 
when not in use, folds, covering the stencil which 
needs no further protection. Standard equipment on 
it includes a counter up to 9999. Feeds post cards, 
and can be adjusted three ways: height, margin, 
and obliquity. 


FILE SUPERVISORS 


and clerks from as far away as Carbondale, Pa., and 
Wilmington, Del. have rushed to take advantage of 
the one-day filing school conducted on a continuing 
basis by the Globe-Wernicke Co. at its New York 
offices. Altogether, more than 600 men and women, 
representing the East's blue chip business organiza- 
tions, are enrolled for the course which began in 
January, and which is being conducted by Leta J. 
Stroben, G-W's New York systems division manager. 
Enrollees are guests of the company at a buffet 
lunch which is served between sessions. Given twice 
a week, the course is expected to last through March. 
Pictured left to right, from top picture down: Miss 
Stroben conducting a session while Philo Leonard, 
G-W's general manager of the division, looks on; 
Maurice Stierer, a sales representative, demonstrating 
a blueprint cabinet; Robert Bernstein shows a filing 


system to two enrollees. 
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Summarizing new trends in 


OFFICE DUPLICATION 


Part 1 


By KIMBALL DARBY 


OFFICE DUPLICATING and reproduction en- 
tered a new phase of development after World 
War II, with many innovations of vast benefit 
to the office. In the brief interlude between 
the end of one war and the current threat of 
a new one, the manufacturers of stencil, spirit, 
gelatin, and offset duplicators, and of photo- 
copying and continuous contact printing de- 
vices have made great strides in bringing to 
office people the means of getting out a greater 
volume of high quality work. 

This period has also been marked by the 
appearance of new manufacturers, the ex- 
pansion of old manufacturers beyond the 
bounds of their original fields of operation, 


and the expansion of use of the diazo type 
of reproduction from the engineering field 
into general office reproduction and systems 
work. 

In the industrial speed-up occasioned by 
our present mobilization, the office is being 
put under increasing pressure. Office interest 
in what efficient duplication can do to relieve 
that pressure is at a peak. 

In this, the first of a two-part series, new 
developments and trends in stencil, spirit, and 
gelatin duplicating devices and their uses are 
described. Offset, photocopying, and  con- 
tinuous contact printing will be covered in 
April. 


TO DATE no one has come out with the statement 
that all of the operators of reproduction equipment in 
this country would top the population of Columbus, 
Ohio, and its environs. No one has attempted to esti- 
mate the area that would be covered by all of last 
year’s used stencils were they laid down, say, on Idle- 
wild Airport in New York. And some one has yet to 
figure out whether or not all of the duplicating ma- 
chines sold last year would fill Chicago’s Merchandise 
Mart. 

Yet, in the absence of such looney statistics, it 1s 
still pretty obvious that the broad field encompassing 
office duplicating in all its forms is a vital industry 
that wants to grow even more vital in its relation to 
general office accomplishment. The fact is, this whole 
industry is champing at the bit-—praying for a quick 
return to truly normal conditions that will permit its 


systems and design engineers to market a sizeable ac- 
cumulation of machine improvements and applica- 
tions. This will give added impetus to sales—and to 
the development of more good systems built around 
duplicating machines. 

Even in the brief respite between the end of the last 
war and the present threat of a new one, duplicating 
machines—all types—have reached out for more jobs 
to do, effectively demonstrating their applicability in 
accounting systems and in other uses away from the 
pure duplicating operation. Basic to all types has 
been their development to the point where they do a 
faster, more economical job in producing copy. 

What follows is an appraisal of all of the processes 
used in offices, with brief descriptions of applications 
of the different types. Developments in the past five 
years forcast an even greater future. (Next page) 


Left: Ditto equipment on the job at Georgia Power Co., Atlanta; and the new Stenafax machine 
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MIMEOGRAPHING, the oldest of the modern du- 
plicating methods, is accomplished by impressions of 
ink through the perforations of fibrous or plastic 
stencils on to paper. While other processes have come 
into widespread use, advances in stencil duplicating 
have enabled machines of this type to more than hold 
their own in all but a few of an ever-broadening field 
of applications. 

Stencil machines range in size from the all-electric, 
wide-cylinder machine made by A. B. Dick for paper 
as large as 11 by 17 inches to the smaller hand-oper- 
ated models of numerous other manufacturers. In- 
cluded in the A. B. Dick line of machines are hand- 
operated units such as their Model 410, and the 
Model 450, an all-electric, ream-feed machine which 
will produce copies at speeds up to 180 per minute. 

Keeping pace with the development of the stencil 
machines themselves has been the development of sev- 
eral types of accessories and auxiliary machines. In- 
cluded in these are the Universal feed table, a stencil 
loading device, and an eyelet tag separator, all newly 
introduced by A. B. Dick. 

The Universal feed table, which is easily and 
quickly substituted for the standard feed table, is espe- 
cially designed for fast, efficient production of systems 
papers such as insurance policy record cards, hospital 
admittance record papers, and other records in which 
collated sets of various sizes and weights of cards and 
papers are used. Special feed rails facilitate hand or 
automatic feeding of such sets. In work of this nature 
it is possible to block out some of the typed data for 
certain copies (where complete information may not 
be needed) by simply placing a strip of thin paper 
over the unwanted portion of the stencil. 
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Shell Oil Corp., New York, maintains strict control 
of all duplicating jobs 


More than sixty insurance companies are using 
A. B. Dick equipment for the duplication of policy 
history record cards. At the United States Life In- 
surance Co., in New York, anywhere from nine to 
fifteen forms of varying size are needed for proper 
policy recording and control (see cut page 58). Be- 
cause the largest card is only 5 inches deep, a cylinder 
protective cover is fitted to the drum, which limits 
inking to this depth. The stencil used is somewhat 
more than 5 inches in depth. Some of the cards are 
not full width. When these go through the machine, 
the ink not caught on the form is taken up by highly 
absorbent paper with which the impression roll is 
wrapped at the beginning of each day. Blockout of 
information is accomplished whenever necessary with 
the use of a short, pre-measured strip of Scotch tape. 

Cards are ejected from the machine in the order in 
which they are fed. Quick-drying ink prevents off-set 


One of Speed-O-Print Corp.’s models 
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A. B. Dick mimeograph equipment in use at Socony 
Vacuum Oil Co., New York, duplicating department 


and blurring. Although the girl on the job at United 
States Life uses a manually operated, hand-fed Model 
g1, she is able to turn out between 200 and 250 sets of 
records each day. However, A. B. Dick makes a sys- 
tems model-a sit-down, foot-pedal-operated electric. 

Facilitating the selection of forms for varying policy 
conditions| is a forms rack designed by United States 
Life, with deep angled slots which cause the forms to 
lay in stepped stacks for fast selection. Perfect regis- 
tration is achieved on these pre-printed forms. 

The stencil loading device facilitates loading stub- 
less stencils (usually used in systems and production 
papers) or re-runs of stencils which have been used 
and filed. It is attached to the side frames of the ma- 
chine and positioned over the cylinder. It sharply 
increases the speed of loading stencils on the cylinder 
and is usually used in conjunction with the Universal 
feed table. 


The eyelet tag separator is an auxiliary feed table 
which was designed especially for feeding re-enforced 
tags such as those used for job or work orders. It 
permits feeding tags in sizes ranging from 2% to 814 
inches in width, and from 5 to 14 inches in length, 
assuring single tag feeding and more accurate copy 
registration at all machine speeds. 

To facilitate the use of their new water-soluble inks, 
A. B. Dick has come out with a stencil cleaner which 
does a quick and effective cleaning job on stencils. 

Meanwhile, improvements have been added to mod- 
els made by the Heyer Corp. and Speed-O-Print Corp. 


Medels C and D Lettergraph of the Heyer Corp. 
have had a take-on plate and positive paper strippers 
added to them. The take-on plate is a hinged metal 
plate which is raised when attaching the stencil head- 
ing, and when lowered into position takes up the 
blow of the impression roller, minimizing wear on the 


From the left: stencil types of duplicators made by 
Rex Rotary, Gestetner Co., Ltd., and Heyer Corp. 
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From the left: spirit duplicators by Standard Duplicating Machines Corp., 
L. C. Smith & Corona Typewriters’ Vivid Systems Div.; and Rex-O-Graph, Inc. 


top portion of the stencil. Paper strippers added to 
the two models are now the same as that used on 
Heyer’s Model E, their highest-priced machine, selling 
for $84.50. This paper stripper is designed to keep 
the impression paper under the edges of the strippers 
from the time the paper is fed into the cylinder to the 
time it is ejected into the receiving tray. Heyer is 
now going into production on a “greatly improved 
version” of their Model 60 postcard printer, too. 

Speed-O-Print Corp. reports several improved fea- 
tures, among them is a new type of push feed on their 
Model L. This model, which takes stock from post 
card to legal-size paper, sells at $69.50. They also an- 
nounce a small forms printer which will print on any 
stock from g by 5 inches to 6 by gl inches. 


Both of these companies, and quite a few others, 
sell a highly efficient yet simply contrived line of 
manually operated stencil duplicators, which allows 
the manufacturers to distribute through the average 
commercial stationers and office machine dealers. 


The past year has also seen the appearance of two 
foreign-made electric machines in the American field, 
both of which do an effective job. These are the Ges- 
tetner machine, and the Rex-Rotary. While both ma- 
chines work on the basic stencil duplicating principle. 
their system differs from the usual in that it replaces 
the perforated drum covered by an ink pad with a 
twin-cylinder silk screen system. Claims for this 
method are that the same machine can be used for 
multi-color jobs, with change-over from color to color 
accomplished in a matter of minutes; a simpler meth- 
od of attaching stencils; immediate operation of ma- 
chine after long periods of idleness; and “in flight” 
inking of the machine, making it unnecessary to stop 
the machine to replenish the ink. 

Both these machines use ink in an emulsion form, 
in the case of Gestetner, drawn from a cartridge bv 
a small vacuum pump. The cartridge is somewhat 
larger than the largest size tube of shaving cream, and 
the claim is that it is no more expensive than its 
American liquid counterpart. Rex-Rotary draws liquid 
ink from a reservoir at the base of the machine. When 
paste ink is used, it is applied manually, the claim 
being that such an application is good for some 200 
copies. It is Rex-Rotary Distributing Co.’s contention 
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that the liquid ink allows longer runs—that the paste 
ink, while giving less copies (by their application, of 
course) does give shaper ones. 

Speeds of production are in the neighborhood of 
140 copies per minute. What might be called “rectify- 
ing inking” is another feature of these models. If it is 
discovered that printing is light on one side of the 
paper or in the middle, adjustment of a dial will cause 
additional ink to be distributed to that area. The 
Gestetner machine is made in England, and the Rex- 
in Denmark. Presto X, hand operated and Dutch 
made, is sold by Mid-Continent Sales Co., of Chicago. 

It need hardly be said that certain other tools share 
in the credit for the great advances made in the im- 
provement of several types of duplicated copy. One 
of the most vital auxiliaries has been the electric type- 
writer, used for the preparation of mimeograph sten- 
cils as well as hectograph and offset masters. The sure, 
even keystrokes of these electric typewriters are ot 
great assistance in producing stencils and masters. 

Stenafax, reproduction device developed and manu- 
factured by the Times Facsimile Corp., a wholly- 
owned subsidiary of the New York Times, is a new 
and worthwhile auxiliary tool in the high volume pro- 
duction of mimeograph copies. 

With Stenafax the original material to be repro- 
duced is wrapped around a cylinder drum on the 
machine. A plastic stencil is then wrapped around 
a receiving drum, after which the machine is set in 
operation. Both drums revolve at the same speed. 
A photo-electric scanner on a carriage which moves 


Duplicopy, Inc.’s spirit model 
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From left: spirit duplicators by Old Town Ribbon & Carbon 
Co., and Ditto, Inc. 


slowly along the length of the drum on a feed screw 
scans the original copy. At the same time, amplified 
electrical pulses cause a recording stylus mounted 
over the receiving drum to punch tiny holes in the 
stencil when the scanner sees black. When the trans- 
mission is complete, the operator has a facsimile of 
the original in stencil form, ready for use on the 
mimeograph machine. The stencil-making operation 
takes six minutes, loading and unloading, less than 
half a minute. Such a stencil, made of vinyl plastic, 
has turned out over 21,000 copies, and costs 20 cents. 

The advantages here are that laborious hand stylus 
work on drawings is eliminated, the Stenafax stencil 
producing an illustration on the duplicated copies 
equal to a 144-line half-tone. Government offices, 
which incidentally have all of the Stenafax machines 
thus far produced, make effective use of them by turn- 
ing out quantities of stencils tor the volume produc- 
tion of mimeographed copies at many points. Cur- 
rently, Stenafax is priced at $1550. 


WITH THE SPIRIT, or liquid process, the master 
copy is always a “mirror image” of the original and is 
obtained by typing or writing on the master backed 
up by a sheet of hectograph carbon paper. This will 
place the mirror image on the reverse side of the 
master. The master, as it is fed through the machine, 
is lightly coated with spirit fluid. This releases a thin 
layer of the reverse copy impression from the master, 
giving a “right reading’ duplicate. Growing interest 
in this type of duplicating is strongly indicated by the 
plans of two manufacturers in the low-price stencil 


duplicating machine field to produce new spirit ma- 


chines. 

Because of its simplicity, speed, and flexibility the 
spirit process is considered ideal for a wide variety of 
business systems. While some authorities view 300 
copies as the maximum serviceable amount obtainable 
from a master, many users claim 500 can be the top 
figure. Often enough, however, this figure is governed 
by the grade of carbon paper used, proper control of 
cylinder pressure and fluid flow, and perhaps even the 
kind of type to be duplicated. 

“The softer the carbon, the longer the run,” one 


heavy user of spirit duplication says, referring to Mod 
el ELMLA of Standard Duplicator Co. “But, if a care- 


i 


less operator neglects to check the roll pressure he’s 
liable to exhaust the master before his run is com- 
pleted. The dials might be set needlessly high when 
he begins the run. The right way with soft carbon 
intended for a long run is to start with the pressure 
at mid-dial. Then increase the pressure by one incre- 
ment with every 100 copies you get.” 

This user goes on to say that the soft grade of carbon 
will give a “nice, dark impression,” but will have a 
heavy, somewhat blurred look to it. On the other 
hand, the harder grade of carbon gives a cleaner ap- 
pearance, though somewhat lighter in color. He fig- 
ured that an operator can get a maximum of 350 
copies if the work is in elite type; somewhat less if the 
type is microelite; and from 500 to 600 copies if pica 
type is used. 

Ditto, Inc., cites the application of their equipment 
to such uses as parts and production orders, purchas- 
ing and receiving order and records, etc. 

The Georgia Power Co., of Atlanta, Ga., reports 
that it is more than satisfied with its Ditto-produced 
coupon book for merchandise installment payments. 
This power company has had the system in operation 
about three years now, and cite a saving over twenty- 
four months (the average payment period) of $33,000 
on postage over the old monthly billing system, based 
on 50,000 accounts, 

On preprinted forms, a Ditto “one writing” system 
produces the required accounting record forms as well 
as enough extra of them to be turned into a coupon 
book for the customer’s use in making his monthly 
payments. The size of the forms and coupons allows 
four-up preparation of forms for new accounts on one 
Ditto master. The four forms are then cut up for use 
for records and for assembly into books. 

(Next page) 


Below: spirit models by American Photocopy Equipment Co., and Wolber Duplicator & Supply Corp. 
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Suggestions of many Government bureaus and agen- 
cies making use of various forms of duplicating 


these pages from the Management Bulletin, “Appraisal 


chart recognizes that there can be overlaps in appli- 
cation, depending on the job. 


CHARTS, LINE DRAWINGS 


Tabular matter, graphs, ink draw- 


Typewritten-with no illustrations or 


fy cross s-black and white only. ings of black and white nature which 
BULLE DIRECTIVES, include sip-a-tone or Ben Day Tints 
REPORTS, CIRCULAR LETTERS and hand or mechanized lettering. 
(Black ink signatures) LISTS, CHARTS, MAPS, GRAPHS, COM- 


SIMPLE TABLES OF FIGURES. PLICATED TABLES OF FIGURES, 
‘ ETC.., Including line, solids or shad- 
ing media - see Processing Section, 


Typewrite, making as many carbon 
copies as needed - see chart in 
general section for guide. 


= 


Copies 


USE PHOTOSTAT 


If copy is on opaque paper, or 


U typewriting with carbon 
not practicable aoe 


Fee 


' | USE OZALID 


‘ 
) (If copy is on opaque paper 
Processing will make transparency) 


USE OFFSET 


Planning copy for suitable reduction 
to save paper. See guide on page 46. 


USE OFFSET 


MULTIPLIED BY THE NUMBER OF UNITS EQUALS 
A UNIT IS ONE PAGE OF REPRODUCED MATERIAL -- A SHEET REPRODUCED ON ON MDE 
ONLY 1S ONE UNIT OR PAGE. REPRODUCTION ON TWO SIDES MAKES TWU LBITS OR Paes 


typewriter. 


MORE THAN 75,000, CONSULT PRINTING 


The forms are assembled in reverse order by months 
so that the true chronological order is obtained when 
the coupons come from the machine. Georgia Power 
equipment are embodied in the charts reproduced on Co. indicates that other savings have been made by 


& Control of Duplicating Service”, sold by the U. S. this system. : OE 
Government Printing Office. The price is 30c. It In line with the steady development of the liquid 
peowery ag gee ae = a gr apy eg recom- process, Ditto, Inc., Duplicopy Co., Old Tewn Rib- 
mend the use 0 zali or certain jobs, e name is . . <3 - 7 ° 
used in a generic sense, and could include the names bon & Carbon Co., Rex-O-Graph, Inc., Wolber Dupli- 
of other manufacturers of this type of diazo machine, cating & Supply Co., and other manufacturers in the 
such as Chas. Bruning, Paragon-Revolute, ete. The field, report models embodying new features. 


The new Ditto D-10 is a fast and simple machine 
which produces up to 300 copies from a single master 


BLANK FORMS 


All types of Office and Field 
forms. (All forms must be 
submitted through the Forms 
Control Section of each Bureau.) 


NAVY FORMS, INTER-OF FICE 
AND FIELD FORMS, ROUTE 
SLIPS, ETC; 


For up to 10 copies TYPEWRITE 
with carbon copies if practicable. 
Uf too complicated for typewriting 


USE OZALID. 


uf form is complicated, Process- 
ing will prepare and make 
transparency. Consult your 
Forms Control Section or 


USE HECTOGRAPH 


UY form Its simple in design and 
master can be prepared on 
typewriter, or 


USE MIMEOGRAPH 


Uf form is simple in design and 
master can be prepared on 


USE OFFSET 


U form is more complicated 
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and is capable of printing up to four colors simul- 
taneously. Its speed is 120 copies a minute. It will 
make copies on any size or weight of paper or card 
stock from 3 by 5 inches up to g x 14 inches. 
Another new Ditto machine is the 14 D-54, de- 
scribed as a “systems duplicator with 100-copy-per- 
minute speed . . . a fully automatic direct process du- 
plicator that produces copies on any size or weight oi 
paper or card stock up to 14 by 151% inches from a 
comfortable, seated position. ” This model also can in 
a single machine operation run off four-color copies, 
and has what Ditto describes as a “Velvet clutch,” 


(For ey 3 copies after in- 
s 


Line or text only; no half- 
tones or continuous tones. 
MATERIAL WHICH HAS AL- 
READY BEEN PRINTED OR 
REPRODUCED OF WHICH 
ADDITIONAL COPIES ARE 
WANTED. MAGAZINE OR 
NEWSPAPER CLIPPINGS, 
OR SIMILAR MATERIAL. 


formation been added to 
blank forms.) (All forms must 
be submitted through Forms 
Control Section of each Bureau) 


LB.M, eens, 
FIELD REPORTS, 
INVENTORIES INITIAL 
OUTFITTING LISTS, ETC. 


M two or three carbons, use 
loose forms and carbon 

paper, if four to ten copies 
consult your forms Control 
Section, for pre-collated sets 
oF cont! strip forms 


Sones Gate te Semen 
and not more than 
hundred copies are needed. 


USE PHOTOSTAT 


designed to reduce fatigue induced by starting and 
stopping the machine. Both machines mentioned have 
“Magic Copy Control” through which it is claimed 
brightness of the copies throughout the run is assured. 
While deliveries of the D-10 are expected to remain 
good for the time being, Ditto, Inc. says that there 
will be a thirty- to go-day delay in future deliveries 
of the 14 D-54. 

Duplicopy Co. have two models which they dis- 
tribute through dealers. Both are manually operated 
machines; one of them has automatic feed. Duplicopy 
models have oilless bearings, die-cast aluminum 


ILLUSTRATIONS 


(Continuous tone including (AU colored or black with 
all mixed copy containing con- color) 

tinuous tone material regard- TYPING OR DRAWING 

less of the rest of the copy.) WITH OR ON OZALID, VAN 
PHOTOGRAPHS, DRAWINGS, DYKES, BLUEPRINTS, 
HALF-TONES OR ILLUSTRA- HECTOGRAPHS. BLUE INK 
TIONS COMPOSED OF VARY- SIGNATURES ON LETTERS. 
ING TONES OF GREY OR 
TONES OF COLOR. 


COLORED COPY 


(Not Including shading media 
on charts or graphs) 


USE PHOTOGRAPHY 


Uf absolute fidelity of tonal 
gradations is required, or 


USE PHOTOSTAT 


USE PHOTOSTAT 


(Does not reproduce in color) 


USE OZALID 


USE HECTOGRAPH 


a) with forms printed in black 
ink for fill-in with hecto car- 
bon for master, or 

b) with pre-printed masters in 

sets with hecto carbon. 


USE MIMEOGRAPH 


a) with forms printed in black 
on mimeograph paper, or 

b) with die-impressed mimeo- 
graph stencils for reproduc- 
tion blank p. 


USE OZALID USE OZALID 


(Does not reproduce in color) 


Uf more than twenty-five 
copies are needed with abso- 
lute fidelity of tonal gradations 


USE OFFSET 


a) with masters pre-printed on 
paper plates for {ill in on 
tabulating machine or type- 
oe. 


“USE OFFSET 


b) with master prepared on 
ordinary blank forms for 
photographing to offset 

plates. 


USE OFFSET 


SECTION IN YOUR OWN BUREAU OR OFFICE OR IN THE PUBLICAT 


USE OFFSET 


IONS DIVISION, ADMINSTRATIVE OFFICE, FOR ADVICE. 
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Special appliances made by A. B. Dick include from the left, the 
eyelet tag separator, Univeral Feed table, and the stencil washer 


frames, “magic fluid flow,” and take paper up to 
10 by 17 inches. The company reports that 250 legi- 
ble copies can be produced from one master. They 
hope to have another machine on the market this 
year. 

Old Town Ribbon & Carbon Co., for years one of 
the big manufacturers of supplies in the spirit field, 
began to make their own machine models in 1949. 
They now have four models—two machines capable 
of handling paper up to g by 17 inches (one manual, 
one electric) and two wide machines, maximum paper 
size 14 by 17 inches (one manual, one electric). They 
will take any weight of paper or card stock. 

Features of Old Town machines include a new 
patented sheet separator which permits one sheet to 
be passed over it and holds back the rest of the stock, 
automatic paper feed for all models, “life-time” lubri- 
cation of bearings, and a new “fluid economizer” pre- 
venting excess fluid feeding and evaporation. 

Other claims for Old Town machines are that they 
have great fluid capacity, very quick changing of mas- 
ters, and allow for the easy electrifying of manually 
operated models. 

Rex-O-Graph, Inc., have recently brought out series 
R machines which they claim are simply constructed 
to facilitate owner service. ‘The models in this serics 
are available as hand-operated or electric driven ma- 
chines. In the Model R Lo-Boy, Rex-O-Graph offers 
an effective systems machine with foot pedal control 
for single revolution operation. A turn of a switch 
can change this to continuous operation. Speeds 
claimed for Rex-O-Graph machines are up to 150 
copies a minute with another feature represented in 
their automatic “kick-out” of masters for the speed- 
ing up of short runs. Altogether, Rex-O-Graph offers 
23 combinations of machines which are applicable for 
work in schools and small offices as well as in large- 
scale operations calling for heavy duty equipment. 

The spirit duplicator made by the Vivid Systems 
Division of L. C. Smith & Corona Typewriters, Inc. 
is designated gi8LE, and is electrically operated. It is 
called gi8LEE when it comes equipped with an ele- 
vator attachment which brings the paper into the 
receiving tray at a high angle for ready reading by 
the operator when standing in front of the machine. 
The gi8LE delivers the paper at a lower angle, and is 
designed for those applications where the operator 
stands at the side of the machine. 

Standard Duplicating Machines, Inc., have also kept 
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pace with developments in this process. A feature 
here, among others, is a simple method of attaching 
and ejecting masters. 

Included in the line of Standard Duplicating Ma- 
chines Corp. is the Model ELMLA. Equipped with 
automatic feed for forms as large as 14 x 18 inches, it 
can be converted quickly to feed two stacks of smaller 
sheets simultaneously. Paper is fed and ejected by 
means of twin trays at both ends of the machine. 


AUXILIARY FIXTURES 


Wolber Duplicator & Supply Co. is another manu- 
facturer in the spirit field reporting changes in equip- 
ment. They make five models, one of which is an 
electric machine selling for $399.50. All models take 
stock from post card size up to g by 14 inches. In the 
past year they brought out the L-50M, selling for 
$159.50. They later made improvements in the po- 
sitioning of the removable feed tray of this model. 

In addition, Wolber has incorporated a simply func- 
tioning automatic master lock which operates by turn- 
ing the handle to a certain position and then reversing 
the direction of the handle to a given point to open 
the lock. After the master is inserted, the lock auto- 
matically grips the master in position. 

Wolber reports that deliveries on all Copy-rite mod- 
els are being affected by current defense production 
requirements. They are experimenting with suitable 
substitutes for aluminum and other critical materials. 

Auxiliary equipment development naturally keeps 
pace with development in this sector of the duplicator 
field, also. Ditto, Inc., reports a new attachment for 
the 14 D-45, giving synchronized movement of block- 
out and paper guide for single copy systems runs, 
making possible the automatic selective blockout of 
specific data. This attachment has application in 
many fields, such as dye orders in the textile field. 
Such a ticket has to be broken down to individual or- 
ders. Or production orders on machine shop work, 
where the operator of one lathe isn't interested in 
subsequent jobs called for on the order. 

Wolber has equipped their EL-47 electric Copy-rite 
with special feed trays for the production by Uarco, 
Inc. of special labels. ‘The labels, required in large 
quantity by Uarco, have a half-round identation on 
each side. The special feed trays have a corresponding 
half-round arrangement on them so that the cut-outs 
in the labels fit into the feed tray and are held in posi- 
tion with this arrangement. This prevents any slip- 
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page of the Uarco labels when they are being fed into 
the machine. ; 


GELATIN, or hectograph equipment has its current 
application mainly in the production of limited copies 
in large size up to about 17 by 34 inches. A positive 
image of the copy, prepared by typing through a hec- 
tograph ribbon or hectograph carbon paper (or writ- 
ing with hectograph pencil or ink) on hard bond 
paper, is placed on a water-moistened gelatin pad er 
roll. This leaves a reverse image on the gelatin. Im- 
pressions are then taken from the image for the “right 
reading” copies. The large gelatin machines (roll 
type or flat bed) used by large reproduction depart- 
ments might well be electrically operated, but they 
are hand-fed. 


printed forms. Ditto, Inc.’s newer line of supplies in- 
cludes Colorseal carbon paper and Mastersets, de- 
signed to prevent stain to typists’ hands when prepar- 
ing the masters. They say a special “sealing process’ 
protects the carbon surface and prevents it from rub- 
bing off. 

For spirit applications involving the use of a pre- 
printed master for many varied office systems, Old 
Town Ribbon & Carbon Co., Inc. offers the Dupli- 
form. This firm will print up quantities of master 
units to the user’s specification such as purchase order, 
inter-office and field communication, engineering, and 
many other forms. The company offers valuable print- 
ing suggetsions in the Old Town Counsellor magazine 
for the user who prefers to have his master units pre- 
printed locally. 


8 Several small, pad-type gelatin duplicating sets are In line with developments in the supply field, Poly- 
% available, but their application is limited. chrome Corp. reports an improved stencil for which 
h longer runs, beiter visibility, higher receptivity to 
e SUPPLY DEVELOPMENT corrections and other claims are made. They also re- 
a MANY OUTSTANDING developments in the dupli- port a new correction fluid which they say is easier 
yy cating field have had to do with supplies. Along with to apply and requires no burnishing. Last year Poly- 
the advances made in increasing the speeds of their chrome expanded its line of spirit duplicating sup- 
machines, the A. B. Dick people point out significant _ plies to the point where it is a complete one. Its trade 
improvements in their inks and stencil materials. Inks name is Spirichrome. Components include master 
are now available that dry almost immediately upon _ units, spirit carbons, gelatin carbons, duplicating fluid, 
4 contact with the paper, they report. Of the sixteen hand cream, hectograph writing and drawing inks, 
. black inks in their line, the newest are the hard-set hectowriter ribbons, and spirit teletype rolls, etc. 
ti and Contac-Dri inks. Hard-set inks give high quality One of the big targets toward which the manufac- 
i copies, and may be used with almost all papers, in- turers of spirt duplicator supplies are shooting is black 
ns cluding hard-finish papers and cards, linenized tags, carbon. In spite of the great success of spirit duplicat- 
4 and vellums. These inks, A. B. Dick reports, do not ing with the purple hectograph ink, all of the leading 
smear or smudge and are unaffected by sunlight, sea manufacturers are striving mightily to develop a 
: water, oils, or degreasing solvents. black spirit carbon which will have the staying power 
‘ The patented Contac-Dri inks are a significant ad- _ of the purple and at the same time be a cleaner me- 
: vance in the mimeograph field. They dry almost im- dinm. So far, success has not been achieved to the 
8 mediately upon contact with the paper, and can be fullest extent, with copy off the current types of black 
: used with many types of papers and card stocks. This carbon tending to look somewhat grey in appearance. 
quick-drying quality sharply reduces set-off and show- The number of copies from a master is considerably 
| through, making them desirable for production of less than that obtained with purple carbon, too. But 
two-side copies. spirit master units are made by such firms as Colum- 
: Other manufacturers are able to claim credit for bia Ribbon & Carbon Co., Ditto, Inc., Heyer Corp., 
. the steady improvement of the broad types of supplies | Mittag & Volger, Old Town Ribbon & Carbon Co., 
: in their individual lines. American Stencil Mfg. Co., Polychorme Corp., and others, to serve to reduce great- 
: makers of an extensive line of supplies for mimeo- _ ly the chance of carbon-smeared hands and generally 
: graph and spirit machines, as well as their own mimeo- _ spotty work. (Next page) 
j graph model, have recently developed what they call 
Seal-Tab film stencils. The protective film for the Gelatin machines by Vivid Systems Div. of L. C. Smith 
stencil is fastened to the stub by two adhesive dots, Corona Typewriters (left), and Ditto, Inc. 


eliminating sticky stubs and making them easier to 
handle. 


A. B. Dick makes over fifty different sizes and types | 


of stencil sheets, among them being their new die- 
impressed document stencils. One type of document 
stencil has the left marginal line die-impressed into 
the stencil and the other has the line plus numerals, 
die-impressed and spaced in accordance with standard 
legal spacing. These stencils eliminate the need for 
using preprinted document paper in legal offices. 
This company also offers a form-topping service 
which consists of placing special guide lines and copy 
(non-reproducing) on the surface of the stencil sheet, 
as specified by the user, for the guidance of the typist 


in positioning copy which is to be mimeographed onto , 
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Mimeograph machines are used effectively in office systems. Above cards, anywhere from nine 
to fifteen in numbers and in varying sizes, are used for the duplication of policy history records 
at the United States Life Insurance Co. in New York 


(From previous page) 


MANUFACTURERS 
Stencil Spirit (Liquid) 

* Autocopy, Inc., Chicago American Photecopy Equipment Co., yin. 

American Stencil Mfg. Co., Denver, Colo. Copy-Plus, Inc., Milwaukee, Wis. 

Beck Duplicator Co., New York * Ditto, Inc., Chicago 

Copy-Plus, Inc., Milwaukee, Wise. Duplicopy, Inc., Chicago 

Dayton Typewriter Co., Dayton, Ohio * Old Town Ribbon & Carbon Co., New York 
* A. B. Dick Mimeograph Co., Chicago * Omega Duplicator Co., New York (custom built) 
* Duplicator Corp., Yonkers, N. Y. (Gestetner) * Rex-O-Graph, Inc., Chicago 

* 


3 Hart Mfg. Co., St. Paul, Minn. Vivid Systems, division of L. C. Smith & Corona Type- 


E i : Heyer Corp., Chicago writers, Inc, Syracuse, N. Y. 
, ae * Marr Duplicator Co., New York Standard Duplicating Machines Corp., Everett, Mass. 
mae : * Milo Harding Co., Los Angeles, Calif. * Wolber Duplicator & Supply Co., Chicago 
"es Mid-Continent Sales Co., Chicago (Presto X, Dutch made) Wright Mfg. Co., Minneapolis, Minn. 
a -_ Mimeo Mfg. Co., New York 
eg ae * Niagara Duplicator Co., San Francisco, Calif. 
p ane armncagete oe Ine., ge on Facsimile 
ex-Rotary a ating <2, New ser Facsimile & Electronics Corp., Passaic, N. J. 
Rutherford Duplicator Co., Houston, Tex. Times Facsimile Corp., New York 


Speed-O-Print Corp., Chicago 
Technygraph Co., Techny, Il. 
Gelatin Machines 
* Beck Duplicator Co., New York 
Columbia Ribbon & Carbon Mfg. Co., Glen Cove, N. Y. 
(small pad) 
* Ditto, Inec., Chicago 
Hectographia Corp., New York (small pad) 
Heyer Corp., Chicago 
Vivid Systems, division of L. C. Smith & Corona Type- 
writers, Inc, Syracuse, N. Y. 
* Make one or more electric models. 
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ns HY _ Manufacturers Trust Company Branch 
FACTS _ replaced ineffectual window coverings 


wits Goodall Mohair’ Casements 


Manufacturers Trust Company, Branch; 774 Broadway, Brooklyn, N.Y. 


PROBLEM: To replace dust-collecting, airless | Casements, of course, will wash or clean easily .. . 
window coverings almost too heavy to draw open __ they're put through multiple processes to mini- 
or to close. mize shrinkage, won’t sag or stretch. You can enjoy 
ANSWER: Light, airy Goodall Mohair Curtains long-range economy, durability, and beauty, too, 
that help cut the sun’s heat and glaring rays, help with the Goodall Mohair Casements suited to 
muffle noise, cut maintenance costs. your type of installation. 


Goodall Zé 


F Suvsidiory ot 
Goodell.Sentord, Inc. 


THE FINEST NAME IN FABRICS 


1e= 


= this Brooklyn branch bank of the Manu- 
facturers Trust Company, leading institutions 
everywhere find Goodall Casements superior in 
every way! They help control temperature and 
ease eyestrain by reflecting the sun’s heat rays 
and glare. They muffle the din of office machines 
and voices by absorbing sound. And, highly im- 
portant, they cut maintenance costs and stay fresh 
longer with the dust-resistant fiber content of 
their Blended-for-Performance fabrics! Goodall 


{Variable blend of mohair, cotton, and rayon 


© 1951, Goodall Fabrics, Inc. (Subsidiary, Goodall-Sanford, Inc. Sole Makers of World-Famous PALM BEACH* Cloth) *Registered Trade Mork 
GOODALL FABRICS, INC. - NEW YORK « BOSTON + CHICAGO «+ DETROIT » SAN FRANCISCO + LOS ANGELES 
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“WE USED TO BUY the small 25c rolls of ‘SCOTCH’ 
Cellophane Tape. Then our stationer’s salesman told 
us the ‘large-roll story’—showed us how we could cut 
tape cost-per-inch as much as 57% by —— 2592- 


~] 
‘tis 
& 


MENDING, SEALING, LABELING, holding, masking, 
reinforcing . . . 101 jobs around the office are done 
faster and neater with transparent “SCOTCH”’ Cello- 
phane Tape. It sticks at a touch without moistening, 
and a short strip is all most jobs require. 


“We've cut our tape costs 57% 
by buying large-size rolls’ 


Says Charles J. Trus, Asst. Purchasing Agent 
Hudson & Manhattan Railroad Co., 30 Church St., New York, N. Y. 


— ———E 


inch rolls for use in Heavy Duty Dispensers. Besides 
cutting our unit cost, this has encouraged wider use 
of tape by our office workers. That means plenty of 
time saved on little chores...another cost-cutter for us!”’ 


ae 


score! 


> es oe a 
IMPORTANT! There’s more than one brand of cello- 
phane tape on the market—for quality always insist 
on the “SCOTCH” Brand, with the bright red-and- 
green plaid on the container. Used in millions of homes 
and offices all over the country. 


The term “SCOTCH” and the gies ants design are guaiteres trade marks for the more than 100 adhesive tapes made in me S.A. by MINNESOTA ae & MFG. 


CO., St. Paul 6, 
General Export: DUREX ABRASIVES CORP., New Rochelle, N. Y. 
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—also —_ ers of “‘Scotch’”’ Sound Recording Tape, ‘‘Underseal’’ Rubberized Coating, “Scotchlite 
ting, ““Safety-Walk’’ Non-Slip Surfacing, ““3M’’ Abrasives, ““3M’’ Adhesives. 


In Canada: CANADIAN DUREX ABRASIVES LTD., Brantford, Ontario 
March, 1951 
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* CHEMICALS...A Geead NAME IN INDUSTRY 


Great DESK EQUIPMENT 


Exacting business men choose Morris desk equipment for 
quality, efficiency and years of service. Many famous users 
have their seals or emblems imprinted in Gold. 


THE BERT M. MORRIS CO. has been 
extremely careful to design all their MORRIS FOUNTAIN PENS—a mark of distinc- 
desk equipment for sturdy—efficient— tion. The utmost in writing efficiency with 


ti : ith ici streamlined, smart appearance. A balanced 
ame saving usage witout sacrificing pen for long hours of comfortable writing— 


smartness. A rich appointment to any has 5 different quick “thread-in” replace- 
executive’s desk, yet the complete able points for every purpose. Choice of 
setting shown—pen set, memo pad, en am 
phone rest, letter tray, ash tray and 
book ends, retail for little more than 
the cost of one higher priced,—com- 

THERE IS NO SUBSTITUTE 


parable fountain pen set. POR QUALITY. All Morrie 
writing sets are equipped 
with iridium tipped points 
and each point is tested at 
factory by actual writing. 


MORRIS DESK EQUIPMENT STILL LEADS THE FIELD 


MORRIS FOUNTAIN PENS— BOOK ENDS—MORRIS MORRIS MEMO pans-evel- MORRIS LETTER TRAY— MORRIS ASH TRAY—A real 
an efficient and economical BOOK-EZE—at last an in- able in two types. With strong two point suspen- He-Man ash tray. Glass 


pen set with “‘thread-in’’ expensive book end to Jewelers Bronze bar that sion allows access from en- lined, perfect for desk or 
point section. A real time match modern office fur- drops as paper is used or tire front and both sides. conference table. 

and money saver in any  niture. standard box style. Tiers quickly added, legal 

Office. or letter size. 


BERT M. ORRIS CO. 28651 west THIRD STREET + LOS ANGELES 48, CALIFORNIA 
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GLIDEMASTER 


WILL YOUR 
SECRETARY 
TRY? 


No. 624N 
SMILEMASTER 


Your secretary will never know 
(or you either!) how much a 
Sturgis posture chair will do 
for her health, well being and 
job performance until she 


tries one. So ask her which 


one she'd like to try. Then tell 
her to call your Sturgis dealer* 
who will bring it to her and 
fit it to her. No obligation. 


*We'll send you his name if you don’t know 
it. We'll also send you a stimulating book- 
let, “The High Cost of Sitting”’. 


THE 


POSTURE CHAIR CO. 


Forms Control 
(From page 35) 
and better with the right forms control program to 
begin with. 
Forms control often brings out the need for pro- 
cedures studies; procedures studies often result in 


forms changes and modification. But, though closely 
related, the two are not the same. 


Nor is it a matter of the chicken and the egg as to 
which comes first. If it were a case of choosing either 
forms control or procedures control to start out a 
paper-work management program, the right kind of 
forms control is the best beginning. And it will lead 
naturally to procedures work. But procedures work, 
in itself, rarely ever affects more than 20% of the 
total forms used in a business, the actual figure being 
closer to 10%. 


The surprising fact is that the preponderance of 
clerical effort in the average business, the greatest 
part of clerical cost, is performed in connection with 
forms that are never even considered in procedures 
work. 


To sum up the fundamental distinctions between 
forms control and procedures control in their related 
factors: 


While many of the highlights which have been 
brought out herein are somewhat arbitrary, with very 
little substantiation attempted, it is hoped that the 
distinction between forms conrol and procedures con- 
trol may be more readily appreciated and recognized. 
To be really effective, paper-work management should 
be predicated on a good forms control program and a 
good procedures control program. And while the two 
factors are very closely related, they are essentially in- 
dependent techniques. 

Many executives have assumed that a procedures 
program more or less automatically develops forms 
control. This assumption is both misleading and in- 
correct and generally results in the loss of appreciable 
savings and efficiencies which would be obtained 
through a full-fledged forms control program. Further- 
more, the procedures concept, without a corollary 
forms control program, is not paper-work manage- 
ment. 


Wartime Procedures 
(From page 39) 


An important point to keep in mind in this con- 
nection is that you should make sure that your 
methods staff is granted sufficient discretionary pow- 
ers to permit them to do the detailed planning with- 
out the endless delay of “clearing” things up and 
down the line— after the basic plan has been set. 
Each organization will have to keep this problem in 
mind and work out a practical solution of its own, if 
it ever expects to get through with the large amount 
of planning work required. While we recognize that 
the methods staff do not normally take upon them- 
selves the job of deciding upon the system or pro- 
cedure to be used (they usually recommend), this 
practice may have to be modified somewhat in this 

(To page 64) 
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TOOLS OF THE OFFICE 
SERIES FOR 1951 


JANUARY 


Executive chairs, office safes, and check 
devices. 


FEBRUARY 


Typewriters, copy holders, time record- 
ers, wardrobes and lockers. 


MARCH 


No “Tools” feature this month. (See 
first of two articles on office duplicat- 
ing, page 49 this issue). 


APRIL 


Fans, air circulators, air conditioning 
units, and water coolers. 


MAY 


Floor coverings, mailroom equipment 
and machines. 


JUNE 


Bookkeeping machines, payroll ma- 
chines and systems, intercommunica- 
tion equipment, and pencil sharpeners. 


JULY 


Staplers, numbering machines, and 
secretarial posture chairs. 


AUGUST 


Adding and calculating machines, mic- 
rofilm equipment, and dictating ma- 
chines. 


SEPTEMBER 


Desk lamps, office lighting fixtures, 
and visible index units. 


OCTOBER 


File cabinets and transfer files. 


NOVEMBER 


Executive desks and supply cabinets. 


DECEMBER 
To be announced at a later date. 
= [—— ——_—- 
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The secret for \__ 
hetter photocopies? « 


Do this—and observe the spar- 
kling results . . . photocopies that 
are crisper, cleaner, easier to read. 
Really something to see! 


Furthermore, Kodagraph Contact 
Paper takes the guesswork out of 
office photocopying. Your operator 
can forget about trial-and-error test- 
ing ... split-second timing... can 
give you sparkling reproductions 
time after time. 

That’s because this new Kodak 


| 
~~ 


use Kodagraph Contact 
Paper in your present 


machine 


paper—developed for use in all types 
of contact photocopy machines—has 
wide latitude and amazing uniform- 
ity—from sheet to sheet, package to 
package. A completely new product 
—new base, new emulsion—that 
makes it easy to get better photo- 
copies. 


You'll find all this out the first time 
you try Kodagraph Contact Paper. 
It will pay you to specify it on your 


next order. 


Kedagraph Contac? Paper 


“"THE BIG NEW PLUS’ IN THE OFFICE COPY FIELD 


Mail coupon for 
free booklet 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 7 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction” . . . your new booklet giving full details on Kodagraph Contact Paper. 


Name 


Department 


Company 


Street 


City 


Zone. State 
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STAONAL 


Marking crayons 


STAONAL Crayons fill every bill be- 
cause they are made for every purpose. 
Waterproof or washable— permanent, 
semi-permanent or temporary, as re- 
quired—black, white or colors. 


No. 1 —For general checking 

No. 1 —CT SPECIAL—For China, Tin and other 
smooth surfaces 

No. 2—For general marking and express packages 

No. 3—Bowling Alley crayon, round or hexagonal 

No. 4—For Glass, Cellophane, Plastics, Wax Paper 

No. 5—For Leather, Fabrics, miscellaneous marking 

No. 9—For marking Dry Lumber 

No. 11—For marking Rubber 

No. 29—For Green, Wet or Dry Lumber 


No. 295—For Silk, Rayon and similar fabrics 
Gold Medal Products Lead on Merit 


4) East 42nd St., New York 17, N.Y. | 
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BINNEY & SMITH CO. 


= 


instance in order to accomplish the goal in anything 
like a reasonable amount of time. I am sure that 
some plan could be devised under which the basie 
policy and plan would be fully cleared but its im 
plementation would be left to the discretion of the 
methods man, to clear or not clear as time permitted. 
Now, I could go on and on, telling you of the 
interesting and compelling angles which our research 
work has brought up for consideration in the over- 
all_“blueprint” planning, matters such as: 


Suggestions for action both by government 
and business to help ease the clerical work 
problem when the manpower shortage gets 
tough. 

Use of highly trained “flying squads” who 
could be moved among departments to ease 
peak loads or troublesome bottlenecks. 

The development of an integrated record 
protection program, planned from the angle 
of what information is absolutely necessary 
—not what records should be preserved. 

Relative advantages and disadvantages of 
certain types of record storage facilities and 
what must be done with records when placed 
there. 

Development of training manuals to ease 
burden during preparatory period. 

Increased productivity as a means of off- 
setting the loss of manpower and /or equip- 
ment. 

Central control of the elimination or re- 
duction of records and operations not con- 
sidered fully essential during the wartime 
emergency. 

Factors relating to the problems of decen- 
tralization, office machine and equipment 
shortages, sources of personnel recruitment, 
etc. 


However, time does not permit us to go into them 
here, so I guess we will simply have to await the 
issuance of the report on the project. When that is 
available, you will have not only a basic planning 
guide, but also through the comprehensive bibliog- 
raphy which will be part of this, a catalogued refer- 
ence to many of the specialized reports, plans and 
check lists which are being developed by government 
agencies, technical societies, trade associations, and 
the like in connection with specialized segments of 
this whole broad subject. We in the Systems and 
Procedures Association hope to have this ready in the 
near future. 


Institute Offices 
(From page 41) 


tation with the officials and scientists making up the 
staff of the Institute. Catherine McCullough was the 
interior designer associated with the Office Equip- 
ment Company of Chicago, Chicago-area representa- 
tives for the Executive Furniture Guild. (This 
O-E-CO Design Division enjoys the special advantage 
of exclusive representation of Stow and Davis, execu- 
tive furniture manufacturers, Grand Rapids.) The 
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executive office group... the most important presentation in this field in 
10 years. A highly flexible series of office furniture units, 
permitting over 100 custom-planned variations. 
Created by architect-designer George Nelson ...your answer 
for your most exacting customers. 
Nationally advertised. Write Dept, OM-3 for illustrated brochure. 


Herman Miller Furniture Co., zeeland, michigan 


KEE Jox, 
KEE-LECTRIC 


A NEW CARBON PAPER 
Astonishing Wear with ELECTRIC MACHINES 


NE a oe Again we help the Public save on Supplies. Kee Lox is 
- ELECTRIC: ous : : 
TYPEWRITERS first to meet a positive Necessity in our Industry. Regular 
4 Carbons have been wasteful when used on Electromatics or 
machines with a sharp electric snap stroke. 


The Combination bone © per The NEW Kee Lectric Carbon is built up with Tissue Spe- 
extra hard use. The percent- cially made for the above machines then coated with a New 
age of saving is surprising. i ‘ e : 

Send for samples. No obliga- Scientific coating for wear and cleanliness. 


tion whatever. 


Kee Lox Manufacturing Co. Rochester 1, N. Y., U. S. A. 
Rochester 1, N. Y., U. S. A. Yes, Please send Free Samples. No obligation. 
Branches in Most Cities © RE ME Tin ocak bbe ob eh dtece bheeda ees lpn eRe eebeer eee \ 


| Kee Lox Mfg. Co. 
l 


e | Firm: Pee ecbe woos onev ca cetghiee tue wey dee teen te tees SES 


RS Re ci ch ccedhew Seem Gee Cdk per cn ea eee 
A Few Districts in Foreign Countries Still Open | 
fer Exclusive Distribution, 86 sy cc ccc cere c cere ence eee er serene esseesssererssesessceseens 
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SAVE MONEY ON OFFICE SUPPLIES with Weldon Roberts com- 
Was 2 bination erasers—each containing two different kinds of quality 
Sie rubber, joined together! 


SAVE WORKERS’ TIME with these versatile numbers, really 
THE WORKS for quick, convenient erasing for many require- 
ments—eliminating extra work, extra expense.—at no extra cost. 


ASK YOUR DEALER FOR THESE COMBINATION ERASERS 
TWO KINDS OF RUBBER JOINED FOR TIME & MONEY 
SAVINGS! 


930 ENSEMBLE 
ALL & GRAY 
UBBER)—A com- 
bination eraser that 
does most every- 
thing. Handy, bias- 
beveled shape. Sofft, 
pink pencil rubber 
joined to soft, gray ink 
eraser, For ink, pencil 
and crayon erasing. 


WHITE & GRAY RUBBER)—Combination ink 
Te eT eet. Double-bevel bias shape. Excellent 
cleaning quality. For office, school and professional use. 


399 TRI-PLY The original superior, 
3-layer eraser for typists. Two outer 
plies of red _ pencil-rubber for 


smooth, clean erasures on originals 
and carbon copies, center ply of 
soft gray ink-eraser for a single letter 
or a complete line. 


WELDON ROBERTS RUBBER CO. 
NEWARK 7 N. J. 


America’s Foremost Eraser Specialists 
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pieces used in the most significant areas in the Insti- 
tute, such as the conference room (designed to seat 
twenty-three directors) ; offices of Institute Director 
Howard O. Hunter and his secretary, Miss Margaret 
Ross; and also those of Dr. William B. Bradley, scien- 
tific director, and his secretary, were completely fur- 
nished with this beautifully designed equipment. 

In the conference room, three walls were painted 
beige, and the fourth completely covered with a 
beautiful pleated stationary drapery in a Goodall 
fabric. The ground color is the same beige as that 
on the walls, and the pattern is a large masculine 
floral design introducing a coral color and pine 
green In order to seat twenty-three people, the de-. 
signer used two large Stow and Divis conference 
tables, placed together forming a “T” in the middle 
of the room. A contemporary executive desk was 
placed in one corner to accommodate Institute Presi- 
dent Louis E. Caster, head of Keig-Stevens Baking Co., 
Rockford, Ill. The chairs around the table were in 
alternate colors, pine green leather, and saddle tan 
leather; the wood finishes in the entire room were in 
natural walnut. To inject again the coral note of the 
draperies into the room proper, a pink leather chair 
was provided for President Caster. A beautiful Wid- 
dicombe cabinet stands against one wall and houses 
the crystal and ashtrays needed for meetings. The 
carpeting is a lush, deep-pile twist in the same beige 
of the walls and drapery, and was especially woven 
by the Tumble-Twist Mills for this installation. 

This same carpeting is carried on into the offices 
of Mr. Hunter and his secretary, where again beige 
paint is used on the walls. The fabric, completely 
covering the walls surrounding the windows, is a 
Paisley pattern of sea green and beige on a brown 
ground, again one of Goodall’s. The wood finishes 
in both these rooms are of bleached walnut, and here, 
too, the desks, tables, and chairs are exquisite contem- 
porary designs of Stow and Davis. The leathers used 
on the chairs are of sea green and beige. The cabinet 
behind Mr. Hunter’s desk is similar to the one in 
the conference room, though finished in a bleached 
walnut to match the rest of the furnishings in his 
office. The desk accessories in all the executive areas 
were designed by Smith Metal Arts Co. 


SIGNIFICANT PHASES 


Among the most significant phases of this installa- 
tion are the classrooms, outfitted with Thonet bent- 
plywood tablet armchairs and formica-topped cutting 
tables in two shades. of wood finishes. The floor is 
of black asphalt tile. Along the walls are a hand- 
blocked Schumacher print, lavishly hung-in traverse 
draperies to completely shut out all indoor light when 
films are being shown in classes, cork-board, and 
green chalk-board on the opposite walls. This long, 
impressive area breaks up into four separate class- 
rooms, when required, by the simple use of Modern- 
Fold doors hung from the ceiling at three different 
locations in the room. 

Another important interior which should not go 
unmentioned is that of the library. Its black lacquer 
furnishings (some tailored in sea green leather, others 
in sea green and gray plastic), gray shag free-form 
carpet, and unique Lussky, White & Collidge print 
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Beautiful Handi-Pen desk sets for easy, effortless 
in writing. A complete line of moisteners to fit any need. 
Time-saving Kleeradesk. Heavy-duty Cata-RacK for 
in catalogs and books. All these aids and more too make 
up the Sengbusch line. 

Sound design and attractive styling make them easy 
to use. Your office workers get more work done with 
greater speed and greater neatness. 

This improved efficiency is easy to obtain. Just ask 
your stationer for the complete Sengbusch line. It is 
attractively priced — saves you money as well as time. 


aa | | pre 
entire Sengbusch family 
of Time- and Money-Saving 
Office Tools 


Nee wise ides 
Moistener 


No-Ovei-Flo 
Sponge Cup 


SELF-CLOSING INKSTAND CO. , 121 seats, + miosis 3, wis 


30000 SHARPENER TEST 


25,000 


Impartial Laboratory Tests* Prove 


Apsco gives you 2', 
times as many points! 


Exhaustive tests by independent laboratories* prove that 
Apsco pencil sharpeners are your best buy. And here’s why: 
* Apsco sharpens 2/4 times as many points! 

* Apsco sharpens more points per pencil! 

* Apsco sharpens a perfect point every time! 

* Apsco saves up to 70% of cutter replacement costs! 


Apsco gives you all these plus advantages at no extra cost! 


*United States Testing Co., Test Nos. 89388 and E-756; 
** Pittsburgh Testing Laboratory, File No. 32999.1 
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Compare the points!** 
Unretouched photographs** show 
Apsco’s amazing sharpening superi- 
ority. Compare the points and see for 
yourself why it pays to buy Apsco. 


/ 
Brand "A" 
9,000th point 


New APSCO vacuum clamp 
Now you can mount your sharpener 
on metal files and cabinets without 
screws or marring. Holds any Apsco 
sharpener securely in any position. 


Buy on performance 
Your pencil sharpener dollars buy 
MORE when you specify APsco. 
There’s an Apsco sharpener for every 
need of office, home or school. See 
your Apsco dealer, or write for liter- 
ature describing APsco line. 


(7 COSTS LESS... 70 BllY THE BEST! 


AUTOMATIC PENCIL SHARPENER CO. F 


336 NO. FOOTHILL ROAD, BEVERLY HILLS, CALIFORNIA 
(Offices also in Rockford, III., and Toronto, Canada) 


Please send literature and name of nearest Apsco dealer. 


Title. 


Company 
Address. 
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Ca ae 


SHORT! 
ace acti 
Snapfasy 
One-Time 
— Carbon-Interleaved 
2 BUSINESS 
FORMS 
For SPEED... 

ACCURACY... 
ECONOMY 


s 
TAILOR-MADE . . . to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 

Fold-over Statement Forms. 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a SnapSasy- 
SOLD THROUGH DEALERS 


For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


- 


DEPT. M, GAVRIN PRESS BLDG. | 
New Rochelle + New York _ 
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at the windows all tie-in with the pickled-gray oak 
stacks used for the books. 

Used for the general offices were steel desks and 
tables from All-Steel Equipment, aluminum chairs 
from Aluminum Seating Co., wood desks and tables 
from Standard Furniture Co., and posture and wood 
chairs from Gunlocke Chair Co. 

Architects for this outstanding building, located at 
4oo E. Ontario Street, were Skidmore, Owings & Mer- 
rill. The deigner coordinated her activities with A. M. 
Richardson of this well-known architectural firm. 

In commenting on this assignment, the designer 
said: 

“More important than the building, however, is 
the activity within, and more important than the 
executive interior is the executive within it, and only 
insofar as the activity and the individual are under- 
stood and requirements properly fulfilled can an in- 
terior be successfully designed.” 


Training Trends 
(From page 44) 


The untrained person, the person who is not too sure of where 
she wants to go, is going to start talking—you know, the guest 
has come into the house, and you just have to keep on running 
off at the mouth! It is the type of questions that you ask, the 
type of attitudes that you begin to draw out, that are very im- 
portant here. You must ask questions that cannot be answered 
with a yes or no. It is the “How do you feel?” question, per- 
haps asking this girl, “How do you think you compare yourself 
with the other girl?”, getting the person to admit these things, 
giving the employee an insight into this thing, rather than tell- 
ing her what to do. Is there anyone else? 

From Aupience: My interest in this presentation is not the 
subject matter nor the techniques used. I am curious about how 
you would get a group of supervisors to go along with you on 
a role-playing training program. These people are sold on train- 
ing, and are interested in promoting it, but take a group of 
supervisors in a situation where they are not interested in drama 
or the theatre. 

Mr, Grauparp: Does anyone with some background in this 
want to answer that for the man? What has been your experi- 
ence? 

From Aupience: I would do just what you did. I would get 
them at lunch one day, and I would say, “Here is the deal. How 
about it?” 

Mr. GraAvuBArD: It can very often be as simple as that, and 
one of the things we recommend very highly in this method is 
that if you are in real life a supervisor and you bring in a prob- 
lem about this employee, you don't give her the part of the 
supervisor to play; you give her the other person’s part to play, 
so that they can begin to get an insight into what is troubling 
the other person. There is a therapy that goes along with that, 
because it seems that just the mere repeating of this thing, the 
mere taking of the other person's part, is an opportunity to re- 
lease a lot of energy and steam on that. 

Let me tie this thing up with just one or two other little mat- 
ters that came to me. One of the things I was concerned about 
here was why this girl had to be told as late as this that she 
wasn't any better than she was. Don’t we owe that to people? 
There is the basic need of telling people where they stand. 

In our organization, if a supervisor has any derogatory re- 
mark to make on a rating sheet, we want to know, “At what 
time did you tell that to that person? What was the employee's 
reaction?” 

Why did she wait a year and then find out she had a bad 
attendance record? That, to me, is very important. 

Did they come to a decision? The tendency is to procrastinate. 
I could go on and give you a lot of other cases and illustrations 
of this sort. I would simply like to close, however, by saying 
this, that if I have painted this picture black, I didn’t mean to 
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CONSERVATION FOR USE— 
NOT SENTIMENT 


is the Keynote for 


NOMA'S 
32nd 


International Conference 


Annual 


OFFICE MACHINERY 
& EQUIPMENT 
EXPOSITION 


Commodore Hotel, 71st Inf. Reg. Armory 
NEW YORK, N. Y. 


MAY 20-23, 1951 


Other Subjects to be Discussed 

e Human Relations in the Office 

e Mechanization in the Office 

e Job Description and Evaluation 

e Work Simplification 

e How the Office Manager Can Improve Himself 
e Making the Office Career Attractive to Youth 
e Women in the Office 


All Businessmen, Office Executives and Personnel are 
cordially invited to attend the Conference and 
“ALL PURPOSE BUSINESS SHOW" 


Where all that's new in business machines and methods 
will be on display. 


For further information and tickets, write 


National Office Management Association 
132 W. Chelten Ave. Philadelphia 44, Pa. 
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Specify 
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9833'2 
FoR Defense 
Orders 
AND 
Emergency 


Requirements 
Available... 


Exceptional medium-priced chair grouping 


9833 


...not duplicated...specifically designed for 
hard general office use. Comfortable chairs 
with deep-cut saddle seats. Excellent lines. 


Durable chairs of standard 


TAYLOR Quality 


Desk chair is 9833% 
Guest chair is 9833 
Side chair is 9834 


Write for catalog 
and name of 
nearest dealer 
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<}.NO STENCIL 
‘NO INKING.:.4 


A 


FREE TRIAL ONLY 


Pie will show DUPLICOPY 


* 


WRITE 


aemanairai 


? Ei gives perfect copies 99.50 


at low cost because... 


Duplicates anything written, printed, typed or drawn. 


One master sheet prints up to 300 copies at a cost as 
low as Sc. 


Prints up to 4 colors at one time at no extra cost. 
No smudge, offset or mess. Clear, clean, legible. 
No stencil, gelatin or inking. 

Anyone can operate. 


DUPLICOPY 


rration, 


CHICAGO 10, I 


Company Prt. E;, 224 W. Illinois St., 


THE 
70 


There is no other 
pencil eraser like 
it in the world! 


ROSENTHAL CO., 45 EAST 17th STREET, NEW YORK 3 


ae Se 


do so. It is my. feeling that as long as we have professional or- 
ganizations such as the Transcription Supervisors Association 
and many others in the personnel field, as long as we have com- 
panies that will allow employees to go to sessions of this sort 
on company time, we are thriving, and we will get there. 

I am thrilled with the progress we are making, and I am 
sure that you are, too. 


COMING EVENTS 


Society for Advancement of Management. .March 8th 
Duquesne University Chapter Conference 
William Penn Hotel, Pittsburgh 


National Secretaries Association...... March 9th-11th 
New York State Meeting 


New Yorker Hotel, New York 


American Society of Training Directors 
March 15th-17th 
7th Annual Conference 


Bellevue Stratford Hotel, Philadelphia 


Society for Advancement of Management 
pril 19th-20th 
6th Annual Time Study & Methods Poabauues 


Statler Hotel, New York 
Paris Fair (Paris, France)...... April 28th-May 14th 


National Office Management Assn....May 20th-23rd 
32nd Annual Conference & Equipment Exposition 
7ist Regiment Armory, New York 
Life Office Management Association. .May 21st-22nd 
Spring Conference 
Mayflower Hotel, Washington, D. C. 
American Association of Railroads..June 11th-14th 
5th Annual Convention — Accounting Division 
Hotel Biltmore, New York 
Life Office Management Assn...September 24th-26th 
Annual Conference 
Edgewater Beach Hotel, Chicago 


American Institute of Accountants. .October 7th-11th 
64th Annual Meeting 
Chalfonte-Haddon Hall, Atlantic City, N. J. 


National Institute of Governmental Purchasing 
October 21st-24th 
6th Annual Conference & Products Exhibit 


Shoreham Hotel, Washington, D. C. 
National Business Teachers Association 


December 28th-30th 
1951 National Convention 


Palmer House, Chicago 


American Management Association— 
Divisional Conferences 


DRS 6 icc asaincedtereeessnavabe March 12th-13th 
Waldorf Astoria, New York 
PN 5 ioc. ca neh diessda heed March 26th-27th 
Waldorf Astoria, New York 
PD ican teen it cgndeensoneacs April 17th-20th 
Auditorium, Atlantic City, N. J. 
I oii ces sks wee San cicwewen May 14th-15th 
Statler Hotel, New York 
General Management................... June 7th-8th 


Waldorf Astoria, New York 


National Association of Cost Accountants 


Regional Cost Conference.......... March 30th-3ist 
Hotel Paintlind, Grand Rapids, Mich. 
Regional Cost Conference.............. April 6th-7th 
Shamrock Hotel, Houston, Tex. 


International Cost Conference........ June 24th-27th 
Palmer House, Chicago 
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GOT THESE OFFICE 
PENCIL WOES? 


=| 


WEAK LEADS... 
that flake and break? 


Bi 4 } pee 
Ll 


GRITTY POINTS... 
that scratch and "catch"? 


EOLOR-TEX iNSOLUBLE © 1818 CARMINE 


wd COLON 


ander 


MESSY ERASERS... 
that smear and smudge? 


Convert All These "Trials" 
Into Satisfied Smiles 


Give your Office Personnel 


GEN ERAL’S “Carbo-Weld" PENCILS 


Extra-Smooth - Extra—Strong 


Semi-Hex Office Pencil 5 degrees: No. 1-2-2 2/4-3-4 


Color-Tex 
Thin Lead Colored Pencils 
(Wet-Proof) 
In sets of 12 and 24 assorted brilliant colors 


ORDER THEM FROM YOUR DEALER 


GENERAL PENCIL COMPANY 


67-73 FLEET STREET, JERSEY CITY 6, N. J, 
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"thetter 


than ever”’ 


TRADE MARK 


Waste 


Baskets 


reduce 


The Round Taper—most 
popular of all Vul-Cots for 
general office use. Takes 
up small space, is neat and 
attractive. Two sizes, Nos. 
2 and 3. 

The Square Taper—a 
distinctive style, populor 
with executives and ideal 
for reception or board 
rooms. One size, No. 5. 


The Round Straight— 
specially designed for 
washrooms, basements, 
ticker rooms, lobbies, ship- 
ping and mailing rooms. 
Two sizes. Nos. 9 and 10. 


New Vul-Cots give you life- 
time service—colors don't 
chip off. rims don't break. 
Made of hard vulcanized 
fibre they are light weight, 
noiseless, durable and at- 
tractive. Our exclusive 
bonded seam construction 
gives added strength—im- 
proves appearance. Easy to 
handle—easy to clean. They 


1 don’t ceack, splinter, dent, 


rust or corrode ... are guar- 
anteed for 5 years. Vul-Cots 
cut your maintenance and re- 
placement costs. Write today 
for catalog price sheet 


—Dept. OM-3. 


Colors—All sizes made in standard colors—maroon- 
brown and olive-green. Gray also available for use 
with gray office furniture. 
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WOLCANIZED 1 FIBRE CO. . 
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NO USE 
LOOKING 
OSCAR ... You 
CAN'T SEE My 
PAYCHECK 
ROUGH THIS 


“OUTLOOK” 


Eliminate Errors — Save Addressing 


No mix up of checks. Name written only once—on the check. 


INSURE PRIVACY. Paycheck “Outlook” Envelopes are 
made from exclusive blue opaque paper. Nothing is visible 
except name on checks, 


TAILOR MADE FOR YOU. Paycheck “Outlook” Envelopes 
are made any size, with the “Outlook” feature of a size and 


position to register with only what you want to show on your 
checks. 


RTE TOOAY! ) Send us check you are now using and we will submit 
\ sample Paycheck “Outlook” envelope and prices based 


on your estimated yearly requirements. 


as 
a@ Boks 2 ‘3, oe i. 


oa ‘Originators af “Outlook” Envelopes. Est. 1902 


PEOPLE IN THE NEWS 


As many shipping labels as you need... 


WITHOUT extra typing! 


a NO STENCILS — NO PLATES — NO RIBBONS — NO INK 
ee Lab-L-Master is an entirely NEW system for addressing 
shipping tags and labels. Now you can save time in mak- 
ing multiple labels for shipments. Press Lab-L-Master on 
shipping order—pressure sensitive tape holds it firmly in 
place (see photo). Type name and address in usual man- 
ner. ONE TYPING prepares shipping order and Lab-L- 
Master at the same time! Place Master in printer—then 
roll printer over labels or tags (inset photo). Address as 
many as you need—up to 200 copies from one Master! 
Lab-L-Master prints on plain or gummed labels, tags 
folders, or anything that requires repeat impressions. 


Write for literature and name of nearest dealer. 


fiddler rhadeeauee C2 


6500-M West Lake Street, Minneapolis 16, Minnesota i 
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A. C. Buehler, president of the Victor Adding Machine 
Co., Chicago, announces the promotion of Carl Buehler 
3rd, to executive vice-president and member of the board, 
and A. C. Buehler, Jr., to vice-president. Both of his sons 
have been active in the company’s administration for some 
time. President Buehler also- announced the appointments 
of A. F. Bakewell as vice-president in charge of sales, and 
D. L. Schroder as secretary of the company. 

Carl Buehler 3rd, has been with Victor since 1939 and 
has served as a vice-president since 1945. His brother 


A. C. Buehler, . F. 
Jr. Bakewell 


Carl Buehler 
il 


Bb. L. 
Schroder 
joined the company after Navy service and subsequent 
graduation from Dartmouth College. He too, has served 
in several important positions, the last being secretary. 

Vice-president Bakewell, a 24-year veteran of the com- 
pany, was made general sales manager in 1946. Mr. 
Schroder, who joined Victor ten years ago, will in addition 
to his new post, continue his duties as controller and assist- 
ant treasurer. 


Several new positions have been announced recently by 
the Ozalid Division of General Aniline & Film Corp. Wil- 
liam E. Harn becomes supervisor of the division’s new 
sales branch in Wichita, Kans.; Conde Hamlin, former 
Chicago branch sales manager, is appointed regional sales 
manager for the newly formed east central region; and 
Richard E. Wilcox, formerly a factory service represent- 
ative, is named machine service manager. 


ASSOCIATION NEWS 


The American Society of Training Directors will hold 
its seventh annual conference at the Bellevue Stratford 
Hotel, Philadelphia, March 15th-17th, according to E. L. 
Burkhart, general chairman. 

The program, to be built around the theme “How to 
Train,” will cover three major areas: employee, supervis- 
ory, and executive development. Conference plans include 
an afternoon, during which special groups will attend ses- 
ions which they themselves have planned on topics of 
specific interest to them. 

As in previous years, commercial exhibitors will display. 


The Duquesne University chapter of the Society for the 
Advancement of Management, will hold an all-day confer- 
ence at the William Penn Hotel, Pittsburgh, March 8th, 
the first one of its kind to be entirely planned and pre- 
sented by students in the Pittsburgh region. 

The conference theme is “Progressive Trends in Man- 
agement,” and will be highlighted by such speakers as Dr. 
Lillian Gilbreth; R. Conrad Cooper, U. S. Steel Co., and 
president of the Pittsburgh chapter of SAM; and Ralph C. 
Edgar, Allegheny Ludlum Steel Corp. 

Open to both businessmen and students, the conference is 
being held in an effort to help bring to these people a reali- 
zation of the pressing need for properly used management 
techniques in defense production. 

The Duquesne chapter has offices at 331 Fourth Ave. in 
Pittsburgh, states Andrew Lonchar, its president. 


AND EQUIPMENT 
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Paris 
e 
International 


Srade 


= 
avr 
FOUNDED 1904 


over 10,000 

exhibitors 
from France APRIL 28 to 
and abroad MAY 14 


Pare de la Foire de Paris 
Porte de Versailles — Paris 


The largest industrial exposition in the world 


Commercial and Technical 
Sections of New Office Methods and Equipment. 


INFORMATION 


French Chamber of Commerce of the United States 
630 Fifth Avenue e New York 20, N. Y. 


VALET. 73 RACKS 


LOCKERETTE 


—Combines the best 
features of both lock- 
ers and coat racks. 


Wraps are exposed to air 
and light. Employees do 
not face the weather in 
damp wraps that have 
been crumpeled in dark 
lockers—<do not eat soggy 


lunches, soaked by wet 
hats or gloves. Each 
person has his own 


spaced coat hanger, ven- 
tilated hat shelf and 12” 
x 12” x 15” deep lock 
box for lunches, tools 
and personal effects. 


More saleable because they keep 
wraps “in press." 


Lockerettes save space 
" oo... the No. 6-12 
a Sm and morale—lower (ionbinmen’ Pacts “i 


dates 12 people in 6 feet: 
the No. 9-18 (illustrated) 


Write for Bulletin OL-4 


accommodates 18 in 
feet. 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ill. 


OFFICE MANAGEMENT AND EQUIPMENT 


ACCOPRESS 
BINDERS 


For All 
Sheet Sizes 
4” x 6” 
to 
36” x 36” 


The big binding job in American busi- 
ness today is being done by 


ACCO 
Fasteners, Binders and Folders 


Wonderful opportunities for buyers of ACCO 
Products exist right in your territory. New 
builders for your service are now ready. 

See your Stationer. 


ACCO PRODUCTS, 
OGDENSBURG, NEW YORK 


In Canada: Acco Canadian Co., Limited, Tor. 


Inc. 


taurants the country over agree tial Heyer 
Gelatin Rolls or Films make @ good Impression 
everytime. 
When it comes to duplicating reports, price lists, 
bulletins, or announcements . . . you, too, will 
find that a Heyer gelatin roll or film gives a 
clearer, stronger impression. 
Made of brilliant copying, and highest quality 
moterials . . . Heyer Gelatin Rolls or Films find 
favor everywhere. And remember . . . they are 
available for any make or model duplicator. 


Write for Complete Catalog 
/ Offered by Leading Dealers Everywhere 


THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23, U.S.A. 
73 
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“K-LINE” Self-Locking Posts 
POLISHED ALUMINUM 


The most efficient and economical 
binding posts obtainable for use in 
conjunction with various types 
STORAGE BINDERS. 

Lengths: 1, I, 2, 24/2, 3 and 41/2" 
Expansion up to 7'/2 inches 
Extension lengths and Posts with re- 
movable heads are also available. 
Prices with full details on request 


CLASSIFIED ADVERTISING 


Rates are I5c¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads ¢/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y 


n_ Distribut Canadian Distributors 
SANE’ aROs, se LANE. Inc, LUCKETT LOOSE L LEAF, Ltd. 


11 Charli 
ed p Bhd Sain a Oe oa 


W. R. KLINE CO. 


440—73d St. Brooklyn 9, N. Y. 


Employment Service 


SALARIED POSITIONS, $3, ~ 2 oe If you are po 
new connection, communicate the undersigned. We 

original personal employment B. 2 (40 years recognized ~K .1 = 
reputation). The precedure of highest ethical standards, is individual- 
ized to your personal requirements and develops overtures without 
initiative on your part. Your identity is covered and present position 


Are Your Guide Tabs 
BROKEN? Cut them off and 


Unbreakable Substitute with 
Spring Jaws 
clamp them firm- 
ly to cards but 
permit removal or 

rearrangement. 
Large openings covered by transparent 


oxylin, white, blue, green, yellow, 
nk or red. 


sertable labels in perforated strips for typing. 
2 Sizes, 1 in. wide, and 2 in. Tops straight or bent back. 
Sold by leading stationers, U. S. and foreign, or sent post- 
paid to responsible firms on 30 days’ trial. Price list free. 
Samples (5 or less) 2 cents each. 
102,325 used by Sears, Roebuck & Co. 


CHAS. C. SMITH, Manufacturer Box 807, EXETER, NEBR. 


F ome Zz 
a SMITH Ss 
Eo 


ite fi rticulars. R. W. Inc., 292 Dun Bidg.. 
Bos, N ow otk. — . Bisty, ~_ 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high-grade 
men, specializes in individualized personal service, in opening contacts 

and ni ting for satisfactory salaried positions. Eugene L. Williams, 
2220 W. Grace St., Richmond, Va. 


BUSINESS ADM.: For Profs. Advertising, Accounting, Mgt., Mktg.. 
Retailing, etc. Master- Doctors Degrees. ol leges-Universities. Salaries 
to $7,000. Cline Teacher’s Ageney, East Lansing, Mich. 


Help Wanted—Male 


BRANCH MANAGER WANTED—Leading steel office furniture manu- 
facturer desires applications from men experienced selling office equipment 
i national accounts and with ability to train and direct salesmen. 


Position Wanted—Male 


1951 1890 


Different? — Yes — but 

exactly alike in their 

dependence upon U HH 

BEACH'S 

"COMMON SENSE" y, . 
EXPENSE BOOKS : 

to keep track of their 

traveling expenses. 


Beach Publishing Co. 


7338 Woodward Ave. 


“tT 


Detroit 2, Mich. 


—<—<— 


USE THE WANT AD COLUMNS 
TO SATISFY YOUR WANTS 


To fill a job (permanent or temporary). 
Need a high calibre man for that specialized position? 
Would you like to sell or buy used office machines? 


You will find these columns a quick medium to solve your problems. 


e 
See listing at the top of this page for rates. 


OFFICE MANAGEMENT 


and Equipment 
212 Fifth Avenue New York 10, N. Y. 


ASSISTANT SALES—Advertising Manager: Over 11 years experience 
administrative capacity handling technical correspondence, sales-production 
liason system supervision. Four years successful —- promotion for 
manufacturer through dealer/distributor outlets. OM-87 


PERSONNEL ASSISTANT, M.A., desires career in personnel. 5 years’ 
experience wage and salary administration, job analysis, evaluation and 
statistics. Married, 28, responsible. Re-locate. OM-3 


PUBLIC RELATIONS—plan and execute complete PR programs; pre- 
pare press releases, news stories, reports; edit house organ. Five years 
magazine editorial experience; highly a college training. Age 
28, married, draft exempt. References. 1-9 


Position Wanted—Female 


COMPTOMETER OPERATORS available for temporary emergencies. 
They do not go on your payroll. General Calculating Service, 8 Broad- 
way, New York, N. Y. 


For Sale or To Buy 


FOR A Beautiful desk plate mounted on black walnut base send $2.95 
and name desired to Mail-N-Post, Wapping, Connecticut. Satisfaction 
guaranteed. 


KARDEX, ACME, all makes used visible filing equipment. Thousands 
of reconditioned cabinets, panels, books, always on hand. Special service 
and prices to dealers for purchase or sale. Get our quotations. Chas. S. 
Nathan, Inc., 548 Broadway, New York 12, N. Y. 


BURROUGHS, MOON HOPKINS, Elliot-Fisher, Remington Account- 
ing Machines, and everything in the office machinery line. State model, 
serial number and we will quote highest cash prices. International Office 
Appliances, Inc., 29-31 East 22d St., New York 10, , a 


WANTED—All makes calculators and adding machines. State make, 
model, serial number and adding capacity. International Office Appli- 
ances, Inc., 29-31 East 22d St., New York 10, N _ 


Patent Attorney 


PATENT ATTORNEY secures patents, trade marks, copyright; call or 
send me your sketch or model. Confidential advice, literature, Z. H. 
POLACHEK, 1234 Broadway, New York City. 
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Fulton 
MARKING DEVICES 


have the quality that 
builds repeat business 


Carry a full line of these 
deluxe items 


Prompt Shipment of 
Service and Fulton Daters and Numberers 
DeLuxe and Special Business Outfits 
Sign Making Kits 
New, Improved Dri-Kwik Stamp Pad and Ink 
Fulton Stamp Pads and Ink 
Special Rubber Stamp Inks 


COMPLETE LINE OF CROWN SELF-INKERS, 
DATERS AND NUMBERERS 


Write for Catalog 


“Fulton MARKING EQUIPMENT CO. 


82 Fulton Street, Elizabeth 1, N. J. ; 


UHL. INT AL CARBON CUVIPAY 
Pa beg Finer eon one Se west ‘ 


CHECK THE AMAZINGLY 
ACCURATE REGISTRATION 
of This 
REX-O- 
graph 
Model "R" 
Fluid Type 
Duplicator! 


Model “R” is so accurate that you could rerun a stack of 
copies TEN TIMES or more—and the last impression 
would be exactly over every other impression! This hair- 
line” registration is only ONE model “R” advantage. It’s 
faster, more versatile, easier to operate. Has automatic 
feed, automatic counter, quickchange Master guide and 
clamp, lever-tilt fluid system, 100% roller moistener, re- 
quires only one handle turn per copy, stacks “face-up”, 
requires only \%” stripping margin, and handles tissue to 
card stock up to 9” x 17”. It’s a streamlined work-saver 
that belongs in any office—for systems work or straight 
duplicating. 

Ask your nearby REX-O-graph dealer for a demonstration. 
Or check the coupon for literature on this or 23 other 
models priced from $98.00 to $865.00. 


J CHECK AND RETURN THIS COUPON 


REX-O-graph, Inc. 
7838 W. Hicks St., Milwaukee 14, Wis. 


Please send me: .... Folder on REX-O-graph Model 
—" Details on other REX-O-graph Duplicators 
«.»« Name of nearest REX-O-craph dealer. 
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How TO ROLL DOW 
OFFICE EXPENSES! 


It can be done... on Bassick Casters 
and Rubber-Cushion Glides! 


For example, try putting smooth- 
rolling, easy-swiveling, ball-bearing 
Bassick “Diamond-Arrow” Casters on 
squeaky old equipment. That may be 
all the modernizing it needs, and you 
save the fuss of buying costly new 
equipment. 

You cut waste labor, time and nerve 
strain by making things as portable 
and noiseless as possible. It may pay 
you to list all the business machines, 
chairs, etc. your people move a lot, 
and have Bassick Casters and broad- 
based, smooth-sliding Rubber-Cushion 
Glides installed, Bassick-protected 
floors last longer, save on maintenance 
and replacement costs. 

We'll be glad to send you complete 
information, and the name of a con- 
venient local source of supply. 

THE BASSICK COMPANY, Bridgeport 2, 
Conn. Division of Stewart-Warner Corp. 

In Canada: Bassick Divi- 
sion, Stewart-Warner- 


4 : Alemite Corp., Ltd., Belle- 
re ville, Ont. 
SB 


v4 


Making more kinds 
Casters ne 
Making Casters 
© More 


? 


Bassick*Diamond- 
Arrow’’ Casters No. 
9696. 2 in., soft, rub- 
ber-tread wheel. For 
all types of office 
chairs, etc. 


BassickRubber-Cush- 
ionGlides. Broad, flat, 
polished, hardened- 
steel base makes fur- 
niture slide easy. 
Inexpensive. Easy to 
attach. 


Mel esstiass ‘ a ee 
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A Southern Business Office Equips 
for “Better Business Living’’... 


Concealed Safe Unit is a pat- 
ented feature available only 
to INVINCIBLE users because 
only INVINCIBLE has it! It 
offers security for valuables 


and papers in home or office. 


y 


~y 


(Photographs courtesy of Nolan Company, Birmingham, Alabama.) 


METAL FURNITURE 


A quick look at these offices shows you southern hospi- 
tality in a modern business style! For here is a modern, 
efficient concern — one that combines the necessity 
for work with comfort and pleasant surroundings. 
These offices are fully equipped with modern desks 
and files by INVINCIBLE—America’s smartest, styled 
for comfortable working, low-cost line of steel desks 
and files. 

If you’re thinking of making your office more effi- 
cient, more comfortable, then INVINCIBLE Mod- 
ernaire desks and files are for you. Our dealers will 
gladly assist you in your office planning . . . and show 
you the low-cost advantages of Invincible. Contact 
the dealer nearest you or write for information. 


REG. U. S. PAT. OFF. 
INVINCIBLE METAL FURNITURE CO., MANITOWOC, WIS. 
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PER COPY... 


Everybody likes 

them because 
qwer'ne FAST! 

THEY'RE SIMPLE ! 
THEY'RE CLEAN ! 


THEY'RE ECONOMICAy ! 


... With Fanfold or other Continuous Forms and 


UNDERWOOD CORPORATION MANIFOLDO PACKETTES 


How do you handle Multi-Copy Carbons? If 
you're not already using Fanfold or other Con- 
tinuous Forms, chances are they can speed 
production and save you money. If you are 
using them, but without floating carbon, you 
should check into the advantages of Underwood 
Corporation Manifoldo Packettes. 


This simple method of adapting floating carbon 
to your requirements reduces the operator's 
work to the barest minimum...typing and re- 
moval of forms. You can use Underwood Cor- 
poration’ Manifoldo Packettes with any Con- 
tinuous Forms, including Fanfold...unslit, or 
slit in any combination. 


Operators prefer to work with them, because 
they’re clean and easy to use. Even the “green- 
est hand” in the office can learn to load them 


with only a few minutes of instruction. 
€1950 


Management heartily approves of Underwood 
Corporation Manifoldo Packettes, because fin- 
ished work is neat, clear... and at a low cost 
per copy. 

You can buy Underwood Corporation Manifoldo 
Packettes in large quantity without the fear of 
the carbon paper drying up and becoming unus- 
able. Only top quality materials are used in 
their manufacture, and Underwood Corporation 
Manifoldo Packettes will produce excellent 
copies whether you've had them in the stock 
room for one day or one year. 


Check into this modern method of making car- 
bon copies. Ask your Underwood Corporation 
Representative forademonstration in your office, 
and he'll show you how Underwood Corporation 
Manifoldo Packettes can be adapted to your 


requirements .. . efficiently and economically. 
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